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Newest and finest dual-purpose typewriter for executive use.. 
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Announcing 


THE NEW SMITH-CORONA __ 
“Eighty - Eight” CARBON-RIBBON typewriter! 





Improves appearance of top 
executive correspondence 
—at low cost! 


The clean and crisp, print-perfect quality 
of the Smith-Corona Carbon-Ribbon 
“write” is really something to see. It's dis- 
tinctive and impressive, sharp and even, 
warm and friendly. 

The Carbon-Ribbon feature is not an 
attachment, but built right into the ALL- 
NEW Smith-Corona “Eighty-Eight” Secre- 
tarial office typewriter. 


Here is the perfect low-cost answer for 
outstanding executive typing 

And now, perfect copy can be typed 
right in the office for clean and sharp 
reproduction by photo-offset, multilith, 
photostat or photoengraving. 

See and try this amazing new Smith- 
Corona Carbon-Ribbon typewriter in your 
Office. Call any Smith-Corona Full-Line 
Dealer or Branch Office (See your Classi- 
fied Telephone Directory). A representa- 
tive will call by appointment. 


Smith-Corona Inc Syracuse 1 NY Other factories in Toronto, Brussels, and Johannesburg. Makers also of famous 
Smith-Corona Portable Typewriters, Adding Machines & Cash Registers, Vivid Duplicators, Carbons and Ribbons. 


THE OFFICE. Magazine of Management, Equipment, Methods, January, 1955. Vol. 41, No 
New York 16, N. Y 


by Office Publications Co., 232 Madison Ave., 


Best Stroudsburg, Pa. authorized 


Printed in U. & . 
and Possessions. Elsewhere $4 a year, $6 for 2 years, 35c a copy 


shed monthly 
L&R, at 
to U. 6 


1. Put 
Acceptance under section 34.64 
for 2 years 


Subscription $3 per year, $5 








WAUSAU 


IMPRESSION PAPERS 


The New White in the Wausau Impression Paper 


WAUSAU makes different line is brilliant white, attractive and distinctive—the 


fine impression papers a f ’ 
tar wack ot the three result of many years of research. 
major processes 


OFFSET GRADES 


Wausau Bond ‘ 
neg Sar sized, They are easy to handle, easy to work on dupli 


Specially Treated Surfaces insure outstanding 


performance. Wausau Impression Papers are tub- 


Wausau Ledger cating machines and responsive to typewriters. 

Exact Ledger 

Wausau Opaque Offset . Uniform High Quality. Wausau Papers are made 
STENCIL DUPLICATING from highest grade virgin fibre, by craftsmen skilled 
GRADES in the art of papermaking. They lie flat, feed easily 

Wausau Mimeo Bond and are full-bodied for long, fast runs 

Exact Mimeo Bond 
SPIRIT and GELATIN The good impressions you get by using Wausau’s espe 
PROCESS GRADES cially treated Impression Papers help you make the best 


Wausau Duplicator impression on your customers. 
Exact Duplicator 


The complete Wausau Impression Paper 
line is available nationally through 
authorized distributors and stationers 


WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 
Artisans of Mills at BROKAW, WISCONSIN 


y 
Fine Papers Member—Wisconsin Paper Group 
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“Time for everyone... how does he do it?” 





How does he do it? How can he pa k twelve 
hours of work into an eight hour day? 

The answer is simply this. He has learned the 
secret of all successful executives. He has learned 
how to organize tume for in business today time 
is the critical factor 

Not how time economy. enters into his 
choice of equipment. His desk, for example, has 
been specially “time-engineered” by Shaw-Walker 
to cut time-wasting details to a minimum, to 
leave his desk and his mind clear tor actu 

Only Shaw-Walker could design this “execu 
tive” desk. It was born of more than fifty years 
of serving the needs of American business 

Since 899 Shaw-Walker research has de 
veloped close to 4000 time-savers to help make 
the most of every working minute desks, Fire 
Files, filing cabinets, loose leaf and payroll eys 
everything for the ofhee except machines 











tems 


UN sabe ee Write for FREE BOOKLET 
SGHAW-WALKER ah The booklet, ome and Office Work 


Largest Exclusive Makers of Office Furniture 
and Filing Equipment in the World 
Executive Offices at Muskegon, Michigan 
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(NO NEEDLE) MAGNETIC DICTATING 
plus Miracle Magic Eraser 


ADVANTAGES OF MAGNETIC RECORDING DISADVANTAGES of Needle or Jewel 
1. Does not destroy medium (disc). There- type dictating machine! 
fore the Rex Recorder disc is reusable : : 
10,000 times or more. (10,000 uses on - Needle or Jewel destroys medium (disc 
ordinary dictating machines would cost or belt). Cost to you, the user, from 
a minimum of $300—and as much as .04 to .13 per use 
$1,300. You have a definite hard cash 
savings with the REX RECORDER.) . Needs more expensive construction 
; Simple construction. (Makes for a more (cutting Jewel type.) Therefore machine 
repair free and less expensively con- usuclly costs $335 or more per unit. 
structed product. The REX RECORDER Ah , 
costs only $265 per unit.) . Quality of cutting type recording de- 
. Because of no cutting jewel the REX creases with use of cutting jewel or 
RECORDER discs never decrease in tone stylus. (Recording head is expensive to 
and quality. replace.) 
See for yourself why REX RECORDER TRIPLED sales in one year 
Talk with any unbiased dictating machine man or better still—ask the man who uses a REX 
RECORDER. Yow will be pleasantly pleased with the overall savings and the simplicity of operatior 
Without any obligation you can arrange to have a FREE demonstration at your office 
Write for the name of your nearest Authorized REX RECORDER dealer 





EXCLUSIVE NATIONAL DISTRIBUTOR... 


AMERICAN DICTATING MACHINE COMPANY, INC. 


65 Madison Avenue e New York 16 New York e MUrray Hill 44-3554 
ESTABLISHED 1923 
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Now, for the first time, a compact one piece photocopying 
machine with the versatility of a flat bed printer! 


In seconds it copies anything that you can hold against the glass! 
Even books, or other material that cannot be passed through the 
slot usually found in photocopiers. 


Easier to clean—and more economical. The developing tray lifts out 
for simplified cleaning and closes tight when not in use, thus 
extending the life of the solution. 


Protects from corrosion because of its non-metallic tank 


Also makes perfect transparencies for use as masters with diazo 
or blueprints or for burning in positive offset plates. 


Compact—Portable. Two sizes, 842” x 14” and 14” x 17” 


Other Photorapid models: one-piece combination with 
14” throat and two-piece models up to 18” x 24”. 


Dept. 01, 105 Chambers Street, New York 7, N. Y. 


CARBON PAPER & RIBBONS + DUPLICATING, PHOTOCOPYING & SYSTEMS MACHINES & SUPPLIES ° 
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IN HANDLING TR PENSES 
WITH THE tN 


TRAVELETTER SYSTEM 


eliminate expense checks 

save accounting time 

eliminate rush in approving expenses 
provide sound control of traveling expenses 
reduce cash advances 

prevent lost time — and lost orders 

build morale among your representatives 


The Traveletter System is safe but flexi- 
ble, as proved by 60 years of use. Its 
dependability, efficiency, and value are 
demonstrated by its renewal rate among 


thousands of users —better than 96.5%! 
Here are a few of those users — 





American Cyanamid Co. (since 1935) American Home Foods (since 1949) 
Prentice-Hall, Inc. (since 1935) R. G. LeTourneau, Inc. (since 1932) 
Binney G Smith Co. (since 1925) Lionel Corporation (since 1935) 
Bauer G Black Div. of the Kendall U. $. Time Corporation (since 1936) 
Company (since 1952) Western Electric Co. (since 1937) 
Wm. Wrigley, Jr., Co. (since 1906) A. C. Gilbert Co. (since 1934) 
International Cellucotton Products Co Sunkist Growers, Inc. (since 1935) 
(since 1932) Pennsylvania Salt Mfg. Co. (since 1950) 
True Temper Corp. (since 1935) Commercial Solvents Corp. (since 1951) 
Diamond Alkali Co. (since 1948) W yeth, Inc. (since 1944) 











If you regularly send money to men in the field, you'll 
want to read our fully descriptive brochure. It will ex- 
plain the Traveletter System to you, show you how 
Traveletter saves money and makes money for your com- 
pany. Write to Traveletter Corporation, Greenwich, Conn. 


TRAVELETTER 


SINCE 1894 
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What is 
office management 


thinking about 
in 1955? 






















































































































































































































































































What is office management thinking about in 1955? 











Eliminate Waste Motions 
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Announcing.... the N EW 
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PHOTO-COMPOSES DISPLAY 


Automatically Develops, Fixes and 
Delivers Finished Print in Seconds 


Automatic Letter-Spacing and Justifying 
Select characters by dialing and press the automatic exposure button—that’s all...! Each 
character is automatically letter-spaced and the lines extended or justified as desired. 


The print that automatically emerges from the Coxhead-Liner is ready for paste-up. The 
copy is black and sharp—more so than any conventional printing methods can produce. No 
touch-up of opaquing is necessary. The paper upon which the print appears has a sturdy 
plastic finish. Copy can’t be smudged. Dirt spots are removed by a damip- wipe. 
'eeegeeepteaeeeetaegteeg gs : > eee? 


fypemasiers are Instantly PPh 


Changing a Coxhead-Liner type font is as simple as changing a phonograph record. The 


Fonts are durable, permanent plastic discs. You can’t run out of Ca aeeeeS with this n rethod. 
'8se6e@eees >eeeesteeees 


All Heads in this ‘ad" were photo-composed on the Coxhead-Liner. 
The body copy was composed on the Vari-Typer. 


COXHEAD-LINER IS MADE BY THE MAKER OF THE WORLD-FAMOUS VARI-TYPER 
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TYPE BY SIMPLY DIALING! 
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RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Avenue, Newark 5, N.J. 


Please send COXHEAD-LINER Book H-|!. 
S'eeeweeereeeeeas 





NAME .cccccccccccccccccccccecscescecccccccecsococesscscccccoece 
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PDO RESS sé occcciacsscccvscescvcvsacasevsvevessececessevovssoes 
CITY sccccsovccesssoescacess ZONE STAT Bicccccsevosese 











One Girl 
Four Hours 
Hand-gathering 

Method 

















One Girl 
Four Hours 
With a 
Thomas Collator 














Paper Work Stacks Up in Your Favor 
WHEN YOU USE A THOMAS COLLATOR! 


When 1 girl does the work of 5, it’s 
easy to see why it pays to assemble 
sheets into sets with a Thomas Collator! 
And what’s more, she can gather sets of 
2 to 32 pages in one quick operation 

. without error, without confusion. 

A Thomas Collator also ends the 
chore of chasing around from depart- 
ment to department to round up help. 
And it beats those last-minute deadlines 
with time to spare! Wide selection of 


4 





From Table Top to Tandem 


there's a model to suit your need. g 50 Church St. 


models that can accommodate every size 
sheet from 3” x 8” to 19” x 24” 
whether it be price list, sales bulletin. 
house organ directive or any one of 
101 different jobs. 
If you're interested in saving time 
. building up efficiency by 500% 
and getting rush jobs out without rush- 
ing, write us for free informative litera- 
ture plus a helpful collating analysis 
sheet. 


: __— eo ne ( “es 


Specialists in Paper Gathering 


155 Sales & Service Offices from Coast to Coast 


New York 7, N.Y. yam» 


PHe Ovrics 


Dept. B 


January, 1955 











av te 1 I i flasl t ar t ( Supt . » 5 Lier an 
ble ‘ erience that nm me r be ( \ BERTSCHI Mana Lawyer « 
| ice ly irg cule operat ons f Mere] t I t Bure New 
tron er | ent ima ta pr essil Yor 
+ SF vy pro en healt} re wtior 
n hott | perworl nd clerieal « pense, 
but they cannot replace the humas Schools Need Assistance 
don quired during or 4 eu ! 
the organization. Probably the a — hi, saan 
Ir bhelic ‘ios sha’ o ae | ou bye ost need and ultimate 
to raise the effectiveness of office opera » the SU goo to the largest number 
eee . ths periodic _ —e ; ee I | pole \ | bye wong ¢ ntiona 
cn = vovert | ‘ ee ! i fie il lacturers tril tor 
procedures Ju t is linnne i} s ts . , ut ai "pene de 
se cantor aia Att wuntine “~ 1 ‘ nfluene ne the 7 rso! il re t 
edures nd practices Oo al procedure vie responsible for the education of the 
vorthyv o musty ition shou 1 [pe subjeet vue poopie u Countr) | have 
! period perational 3 Cw il test rte! vonde! I chine I 1 
heck to issure that ili Othees Tollow t turers nd or tol Dave not beer 
Without suc “ar udit, written pro ttle more gener th the imnples it 
cedures can be a waste of t me and sin their equ — ‘“ other —— a 
ply add to the confusion. Furthermore schools. This may seen a littl saa 
few really good procedures are e r pre fetched but our wn particular exper 
pared ut nie dest Ihe Hest one are vanes » n 80 OF the | g! choo Bs 
revised frequent to reflect operatil u ind bu = choc graduates | 
experience in the field An exceptior asi ; = nadequar “ 
taken auring an operation: audit is the their trait me SUC TROW T8MUre LO Co 
quickest and surest way of testing prehend modern wae procedures : 
procedure under fire in the field,—-BEN ST a ee wer Oe SPOReNe Cote 
Pr. GREGORY, Office Methods Staff, Ten.  2#Ye Deen enhanced by greater availab 
rie al aa Valley Autl rit ( ittanoo i : tal ny hing na om , 
Or Is¢ I thes CVer here 
\ vhole thie tnutacturer il 
‘ ent and stuatior Ip] ! ‘ 
1 cooperat ( Coie ula bye hard p t 
lo suggest any particular negleet on their 
part f nything tl ire overzealo 
1 their enti n t< ‘ new equity 
ent Corie tl ng Te ! to mie Ih 
eT t ohes equi ent i not ‘ oy 
strate tl fu capacit f their ! 
ching Severg t ‘ e have earne 
the ig} other ( ! ho to sé i 
hine tor ore | rpose +} ' nad t; 
! the nut turer 
We pres ‘ the r test po iD tie 
tor tems nr itior ' thie future 
e in tl fie f electronies and 
THT there ire Zing pos } | “ 
there. I believe the potential ia st 
‘ nfar , j e opr P . 
f nite t ! t ter ear ‘ ou 
ree Zed if the happening I 





Pik Orrice— January, 1955 If 
> 





g 
W ntribute 1 he efficier f ofhies ttee he pr ry bijective f the 
etal un JOSEPH S. NUTTE!] tee’s efi ' e t resent 
‘ ( ¢ Bostor ‘ s presenting SI piece of 





tt ? Meer ‘ T ! ned er i perio 
‘ 
‘ ¢ ee ‘ eur lie te 
togeths } eir neighbor 
are ‘ ’ y rrange ent 
' ' new s¢ Chis 6 . 
( ts t rut pore ’ the ne 
‘ ‘ ‘ ‘ it Ihe - ‘ i Pe | 
tent SIZ the entire bye t \ t 
taf . ' t 1 ist t< 1} rie 
‘ I nceerns ne li r own 
‘ t ! t t I nolesatle al¢ 1 
ré ‘ rt } nit t ’ helnoir 
‘ ‘ hhor Ihe ‘ 1 pt ts r - } 
» the tT} es t nd ractic cations 
ement ere yr need s in 
where punche tape iT ( ' ' té the 
fine / ' ! t ' 
, ypernut ns 1 therte Il ‘ equil 
In tt ‘ f flice « pier the pyr 
ment However thes ' olate 
nature t ett and right hand pedestals 
HViddual appr hes do not make intor 
’ the | ‘ bye ‘ lied ‘ — fre 
tior i iliabile te the yt ef t office 
quent ht-hanele ersor vho are We 
= inagement in a collective sens 
fory } 1 with eft-hands eal i“ 
i It ou SO4 that the we | ent ! 
‘ ' , } f ent without 
) he | i ] ifacturers , I ! 1 , e position 
7 { t ' ' the mies ed 
prec | ‘ ) | + <1) , rize thy igere té results of 
- i 
1 ' fact rer at int ers noint 
= ah ; . : ndustryv s nanny i j ppolications 
) , Af. oman 
it this faect.—M. POWERS, Manag: ' Salt: 
“il nin he nftorma ! iva ble for 
oft | nlovime t Sor rif oa : 
D 5 , , ' : yenert consumpt ! A |< the faucet that 
! \ t f VMiassnael ett ; tor 
onwen wii l I the ( eet ‘ have tre ey ously 
! eng f il fertile rket potent 
! this are should 1 ) é the with 


Joint Effort by Manufacturers a ta ee a ee cee 


Muc} progress s st to be made ri 
the rectior { i ore technically ng Glass Works, Corning, N.\ 
sound appre h to the related problen 


(work measurement aad organ'7800" grave White Collar Morale 
| , I} 


naive t the ‘ 

Office equipment nufacturers and elieve that we have heen backwar 
ippliers should be placing more collec ! mproving the working conditions and 
tive emphasis on the practical aspects privileges of the office clerk With the 
f eleetror tape ut zation in the area neception of the Wage and Hour Law, 
of specif systems py ations Repre and nionis! the henefits nee enioved 
sentatives of nufacturers ! suct only by white ollar emplovees, such as 
widely ersifie equipment s type sickness | cation pay, holida pay 
writers CH itors leletv pe achnines ind other f nye benefits vere yg en t 
i! keyboar ‘ nting nine factory workers Witt t tl lifferer 
each { wt u te Ape reating of t the ra ‘ plovees OV t 
tance tivate both ght Ni has lessene the office clerk. Pioneer 


20 Due Orrice—January, 1955 





ata new 
low price 
save up to 
do lom ol -i am ol t- ti) 


anew 
pre-sensitized 
aluminum 


lithograph 
plate 








new all-metal plate , 


STRAIGHT EDGE 





10 «15 


10x15 PINBAR 





) (yJSiJ1 fa JiJ 3 sq 1 
10 x 16% SERRATED’ 


otted @dg* piates are recommended 


*coan be used where os 


a 
a 


10x16 STRAIGHT EDGE 

















99 


] ae | 
rR 
f Ja x 
nuary, 19 iW 






mple, fas 





plate need only be desensitized for shorter 
runs. An additional, easy, lacquering 
»peration readies it for longer rur 

@ produces up t« 9000 copie 

@® dose not curlin fi } 

e; extremely wide operat 3 latitude ir 
proce ng and the pre 

@ deve ped 1 i manufactured entirely by 
A. B. Dick Company 100 per cent inspect 
' res ¢ stent performance 

e nplete operating tructions with eact 







AND—at a NEW LOW PRICE-—that saves yor 


as much as 25c per plate 


‘ , 
Y f 1) t 
(jr rp ' 
} 
/ \ B . | C K 
THe rIiR T NAME x 0 P ar NG 


[rn een nn nn nnn n enna ----- - 
' war ry ; 
‘ A.B. DICK COMPANY O ' 
‘ a , ' 
1 1700 Touhy Avenue i 
: Chicago 31, Illinois ; 
‘ . ' 
Without obligatior end information about your new pre ' 
sensitized aluminun ithograph plate } 
; ' 
i Name Positior ‘ 
‘ | 
‘ ' 
i Orpar ul ‘ 
‘ ‘ 
' 

- Addre ' 
i i 
‘ 

. Cu State ' 
ae 7’ i ' 
Lecwmeesocoeeeoeeece Som wneoes eoecesesnasascaccacccens 





Put Ovrice—January, 1955 23 





Remec 


FOR CORRESPONDENCE HEADACHES 


Everyday correspondence like or 
der acknowledgments, answers to 
inquiries, and promotion letters 
can become an expensive headache 
in every busy office. The economi 
cal remedy is to handle this work 
the Auto-Typist way. Auto-Typist 
equipment, operating any standard 
typewriter automatically, can pro 
duce error-free personal letters 2! 
times faster than your fastest typ 
ist . up to 500 letters a day! 

Salutations, fillins are typed 
manually, but the rest is auto 
matic. Thousands of offices, both 
large and small, use Auto-Typist 
pre-composed paragraph selection 
system to cut their correspondence 
costs 


the eff 
iain ileal clan SIMMONS 


th automatic way to 
end ostly correspond 


ence headache 


GET THE FACTS MAIL COUPON TODAY 


American Automatic Typewriter Co 
Dept. 5!, 2323 N. Pulaski Road 
Chicago 39, I! 

Nome 


Company 


Address 
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Sat 
be ‘ * Dehantneae Mids ulletin 
SP 4 ¢t “A \ eS 
: f ct ' 
oD alle OF \ G i NG 


MORE COPIES, BRIGHTER COPIES with 


Hammermill's Blue-White 
Duplicating Papers 


for mimeographing and spirit duplicating 
HAMMERMILL MIMEO-BOND gives up to 5,000 clear, sharp 


stencil. Its air-cushion surface absorbs inks more rapidly, keeps sheets f1 
smudging each other. Watermarked. Seven colors and sparkling b 


HAMMERMILL DUPLICATOR for fast, trouble-free production of ch uN 


omes tT 
pl 


bright copies on spirit or gelati machine Watermarked. Si» 
blue-white 

Try Whippet Mimeograph and Whippet Duplicator for low t good | 
upers wherever , 

f 


You can obtain business printing on Hammermill p . 
fy 
rite on UY Fw MERM Ov 


you see the Guild shield on a printer's window. | 
business letterhead for free samples and idea-hooks “Duplicator 

Facts’, “Better Stencil Copies’. Hammermill Paper ( 14¢ BO | 
East Lake Road, Erie 6, P: 


DUPLICATING PAPERS 


---yet cost no more 
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ifficient traine he 
ent WALTER L 
( t, .itizens & Mar 
sunt Waterbur' 


More Information and Education 


The area oft 


KILLS orice 
MACHINE LIAL 4 


FOR All NOISY AT ITS SOU RCE ! 


OFFICE MACHINES 





COLDS and NOISE related 


( piter tr 
fice mact 


produc reduce errors with SOF’ TON] 
Results guaranteed—Or You Do Not Pay! 
Lest Write today for. details. Give machines, 
makes, models you use and measurements. 





1 COMMERCIAL ST., ROCHESTER 14, N.Y. 
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R.C. Allen 
gives you MOKE / 


MORE savings . . . because of lower initial cost. 


MORE features . . . special speed features found only in the 


most expensive machines. 


MORE economy... rugged construction cuts operational 


and maintenance costs. 


MORE accuracy ... precision mechanical design 


avoids costly errors. 


4 


Write for complete information ...IT'S FREE! 


Fully descriptive, 


illustrated literature 


ond prices will be sent R.C.Allen Business Machines, Inc. 


without obligation. } 679 Front Avenue, N.W., Grand Rapids, Michiga 











| 
iISOMaAIicC_ TYPEWRITERS 


R. C. Allen’s exclusive VisOmatic margin and 
“Quick Switch” Interchangeable Platen mean 
far greater efficiency for every job. Margin 
scales have hairline accuracy, Keyset Tabs are 
touch-controlled, instantly accurate and con- 
veniently located at fingertip level on front 
panel. Quick change spacing control, smooth 
action carriage. All the newest type faces and 


carriage widths for every need. 


isOmal ic. ADDING MACHINES 


Electric models have motorized multiplication, 
automatic space-up, total and sub-total. Sub- 
tracted items print in red. Ciphers print auto- 
matically; clear signal prints with first item 
entered on machine. Operators appreciate ease 
of operation and “feather-lite” touch. Even-odd 
keytop formation speeds work, assures greater 
accuracy. For both narrow or wide tape. 


R.C.Allen sookkeEPING MACHINES 


u 


Models for commercial, payroll and bank use. 
One-operation posting, so simple anyone 
operate these fast, accurate models. Front-feed 
carriage, automatic date printing, keyboard 
carriage control, automatic tabulation. Easy, 
quick interchange of control bars for adapting 


machine to many uses. 


R.C.Allen cASH REGISTERS 


Electric and hand-operated models for every 
business. Features include “Cashguard” lock, 
“Speedi-Change” cash drawer. Get maximum 
protection, convenience and information at 
lowest cost. Handle cash, charge, paid-out and 


received-on-account transactions with auto- 
graphic detail tape for complete records, 


America's Finest 
Machines for Every Use 
and Every Business 








For want of a nail, a kingdom was have been turned out to reach As 





lost. For want of a part, an order was embly on time 


lost. Clogged production lines, de- A McBee Keysort installation can 
layed shipments, tied-up working 








give you comprehensive, accurate re- 


capital, irate customers, red ink ports on every phase of factory oper- 
this is the price you pay for faulty ation, and give them to you fast. On 
nventory control your desk by the 4th of every month 
You can avoid such pitfalls with Whether you run a 100-man branch 
Keysort punched-card accounting. plant or an industrial titan. The 
In this instance, Keysort would have cost? Surprisingly low 
hown that stock was inadequate The trained McBee representative 
before the production orders were near you will be glad to show you 
written. The necessary parts could how it’s done. Or write us. 


McBEE @ £2 YS0RT | 


> 4 ’ . 7 
Punched-card accounting for any business 
Manufactured exclusively by The McBee Company, Athens, Ohio. 

Division of Royal McBee Corporation. Offices in principal cities 
In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16 











If you operat? | ate 
ar plan Pind OF 
or P rintin 


- / oye ’ S 
aplicating facilitié 


| YOU NEED THIS 


| Challenge 


EQUIPMENT 1 




















PAPER CUTTERS: 


11 models 7 sizes... from 
lever cutters in bench and floor models 


ys 


lonf 
A 

\ \ 
(\ 


y 


—-to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


PAPER DRILLS: 


For standard run of loose- 
leaf work. Also adapt- 
able for variety of 

iy So novelty jobs. 9 styles 


TRADE-MARK (R) 


dealers in all principal cities 












en available — hand, 

foot, power models. ’ —-——_——-— ew weweew wow oo * 
THE CHALLENGE MACHINERY CO. , 
\) al GRAND HAVEN, MICHIGAN 
PROOF Send details as checked below t 
PRESSES: Paver Cullen Raser i ' 

Always a sharp Proof Presse Roper f hes 
clean impression; ! 
easy operation Name ' 

Full selection of 5 

styles — 5 sizes Full Address ' 
1 
1 
Mail coupon for specific information —"—a“eee wena we we we we we we He -— wo we Se Se 
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Noe eee BEEN TEN BPRS NAPE VONY, LAG... 24% DATICY LTive, toronto if 


No streaks 





—-with FLAGSHIP 





Streaks (roiier marks) have been voted the most boffling problem in getting out 
perfect carbon copies — especially with the high feed-roll tensions of modern 
typewriters. 


Now, with Fiagship's newest metollic-back carbon paper development you have 
the easily proved, quickly demonstrated answer to that problem. 


Roller marks are out! Clean, perfect copies of brilliant color strength and fine 
erasabiity are in — for good — with Flagship. 


And Flagship con be counted on to lead the race for a genuinely better carbon 
poper that will give more satisfaction to more customers. If you are not getting 
results with ‘the line you have always bought’ Flagship may be your answer. 


Let us tell you more about Flagship. Make it a point to call or write us today. 


FLAGSHIP is curl-proof, with smudgeless erasures. The 


metallic back makes it easier to handle, wear longer and give sharp, 
permanent copies. Meets the needs of more people, with fewer 
weights and writing strengths. 


ALLUE DBD carson and RIBBON MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N.Y. 
Western Office and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 
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eeccccece INVINCIBLE seeeeeeees 


MODERNETTES 


@0@020200086880606660806866460800806006680000688 
rs. The modern auxiliary desk units 
‘| offer new flexibility in office pla 


Pp as 


eeeeeeeee 
eee 






os 









ATE TT INR 













Here's new, prestige-building 
beauty and new utility for execu 
tive and professional offices. Modernettes are 
carefully matched and modular-designed to help you solve 
space-planning problems to the inch. Advanced design and 
construction features assure lasting beauty and service 
Write today for details on Invincible’s complete line of 
steel office equipment. 


METAL FURNITURE COMPANY 
MANITOWOC, WISCONSIN 
In Canada 
A. R. Davey Company Limited, Factory Representative 
175 Bedford Rood, Torento 5, Canada 


Set the pace for better business living 
« | OP te te T uP aeaeee, 


SS eee || 
88” wall cabinet 60” wall table — “60” woll desk unit 
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110. MAME — TRANSFE ‘ 


| TIME - 
ere 


THE INDIVIDUAL FOLDER 
e Two-Pli-Top at the point of \ 


h 
Note f “Replace them at | 


greatest wear. 
transfer time. 





' "O. / Nase 
THE VERTICAL FILE POCKErY 
For bulky material. Expansion v 
10 32". Transfer these with : 
individual folders. a 
“REGASPE: 
4 - VERTICAL FILE POCKET 
Z 3 ‘ No Ri 370¢ 
ey a 
Ff ) \) 
2X 
aX . ] 
4X } 
\ 


} DO YOU KNOW 
niet one e THAT * « « 80% of the time lost in 


Moos Ehhay e 2 filing (or rather finding) is because of 
frm ntonce®® Jurong, "Lp bulky folders. Be sure to transfer in 
org y, With mg ot ERs active correspondence at least every six 
ong roantte -. months. Let the miscellaneous folders 
‘nen, become the guides in your transfer 
cabinet and replace all individual name 
folders together with a new set of mis- 
cellaneous folders. 
At ‘‘transfer time'’ your miscellaneous Ask your stationer to show you these 
folders become important guides indexing Smead products, or write us in care of 
the transferred individual folders. Dept. M for free samples of items 


illustrated on this page. 
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Friden brings you this first-time feature 


on an American LO0-key Adding Machine 


Friden brings 


you natural way 
adding with this 






patented, hand-cradling 
key board eee 


just y* 


You're right to expect a fresh experience 
when you try this new Friden Natural Way 
Adding Machine. It possesses entirely new 
convenience features — requires far fewer 
time-wasting operator decisions. Clear Sig- 
nal prints automatically on tape with first 
item following a total © Totals and Sub- 
totals obtained instantly by depressing bars 
—no space strokes are required. * True 


"Tider 
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your” 


NATURAL 













Here you see actual items 
entered on keyboard be- 
fore they are printed or 
added. Corrections are 
easy, work 
more accurately! 


goes faster, 








mJ . 
),--to feel how each finger 
oM@ither hand —falls into 
atural working position! 


credit balance printed without extra motor 
operations or pre-setting * Oversize control 
keys, each plainly labeled, give direct “live” 
response. Ask your nearby Friden Man to 
show you this remarkable new adding 
machine. Friden sales, instruction, service 
throughout U.S. and world 


MACHINE CO,, INC, 


available 
FRIDEN CALCULATING 
San Leandro, California 


WAY ADDING MACHINE 


THE AUTOMATIC CALCULATOR 


THE COMPUTYPER © THE ADD-PUNCH MACHINE 

















‘the New 





“TON Ad TESTED*” 



















Titte 


7 
S 


36 





At last...here are larger, tougher 
the demands of 
heavy, portable, electrically operated, 
office Huge drop leaf 
affords large working surface; extra 


stands to satisfy 
machines. 


V-type cross bracing gives extreme 





rigidity. Rollers on caster retracting 
device offer easy retracting opera- 
tion. It’s operator’s and manage- 
ment’s best buy. 


*T. M. Write for full color 


illustrated brochure. 





MR. OFFICE MANAGER 
MISS OFFICE EMPLOYEE... 


TIFFANY 
STANDS 


for heavy duty 
Office Machines! 


MODEL 9000 


WHAT TON-TESTED* MEANS TO YOU 





Tested under 3200 pounds pressure, 
Tiffany Stands were found to be in “as 
new” condition. They guarantee 
machine protection and are practically 
impossible to tip over accidentally. 





350 FORSYTH 
T. toOvuUIS 5,mM0 4 


Stand Co. 


AT BETTER DEALERS EVERYWHERE 
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Comptometer DICTATION MACHINES 








THE EXECUTIVE SAYS: x 


the fineit-nome you can talk te SRY 


NS) 











The LIFETIME GUARANTEE on every Comptometer The voice your secretary hears is authentically yours, so 









Mylar recording belt. Your first cost is your last, because familiar it makes transcription quick and easy 

it's practically indestructible, impervious to heat, cold, COST-FREE DICTATION with Comptometer’s Erase-O 

moisture Matic belts that are used again and again, 1000 times or 
more, eliminating the need for expensive ne-time 

ERROR-FREE DICTATION makes every dictated letter : lind scene . 
dises, cylinders or records 

letter perfect. Instead of adding correction instructions to 

your secretary you electronically erase any errors right TRUE PORTABILITY 4 boon to » ofhices, an extra 
convenience to large —the perfect business companion to 


within the dictated message 


the traveling man who can either mail belts to his home 


HIGH FIDELITY RECORDING reproduces your actual office or have dictation transcribed on-theepot by any 
true voice instead of high pitched whines or garbled tones public typist, using his own portable Comptometer 


“MR. EXECUTIVE: 


If you are in need of America’s finest high fidelity low cost dictat 





transcription machine that brings you new econv« write today 
~ithout obligation, to 
COMPTOMETER Dictation Div i 
Felt & Tarrant Mfg. Co COMPTOMETER DICTATION. 
1741 N. Paulina St., Chicago 22, Il! TRANSCRIPTION MACHINES, 
j FREE 7-DAY OFFICE TRIAI FREE DEMONSTRATION @ product of Felt & Torrant 
COMPLETE INFORMATION ON THE NEW COMPTO 
DICTATION MACHINE E MPTOMETER Mfg. Co., makers of world 
NAME famous COMPTOMETER Add- 
TITLE ing-Calculeting Machines, 
j COMPANY since 1886. Manufactured in 
ADDRESS Algonquin, \Winois. General 
CITY COUNTY STATE Offices, 1735 N. Pauline, Chi- 
| @T.M. Reg. cago 22, illinois. 


‘ 


” 
, 
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SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 























MUN Fine 


21 WEST STREET, NEW YORK 6, N. Y. 














TELEPHONE HANOVER 2-5425 
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The famous 


HORMEL HAM 


a 





“ Sational Accounting Machines save us $51,600 
a year... return 54% annually on our investment.”’ 


—GEO. A. HORMEL & CO., Austin, Minn 


“We estimate that our National Accounting Machines save 
us $51,600 a year, a 54% annual return on our investment 
“We rely on them for accounts receivable and payable, 
payroll, annual wage-hour records and sales analysis 
“‘Nationals also save us money by making it possible to 
set up automatic machine procedures that eliminate errors 
inherent in many other systems a 
The ease with which operators in) 
can be trained is also an WO wuer 
\ 
Vice President & Comptroller 
Geo. A. Hormel & Co 


important reason why we 
THE NATIONAL CASH REGISTER COMPANY, parton 9, on10 


depend on Nationals 
949 OFFICES IN 94 COUNTRIES 
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Originators of Canned Ham 


National machines pay for them- 
selves with yney they save 


Savings as profit. Your 
" 


tne m¢ 
( nlinte 
nearby National man will gladly 
show how much you can save-—and 
why operators will be happier 


"TRADE MARL HEG UV. GE. PAT OFF 


National 
ACCOUNTING MACHINES 
ADDING MACHINES « CASH REGISTERS 





This Is The ¢ 


Ret glutionsze 


ombination 
Record-Keeptug 


Your 


That Will 


Tiameds are made to be kept—not 


just any old way, but neatly, accessibly, systematically, safely. The one 


sure method that meets this ideal is the combination of 


ACCO FASTENERS 
and ACCOBIND FOLDERS 


Acco-binding in Accobind Folders of fine 


pressboard is “the touch of perfection” 


in office filing. It rids your files of soft 
folders, scattered papers, loose and mis- 
laid sheets. It assures security, availability, 
system, proper sequence. It 


temper and money. 


Acco-binding can be used in every de- 
partment of your business—for temporary 


saves time, 


or permanent filing. Simply Acco-punch 
your correspondence and other papers, 
place them over the prongs of the Acco 
Fasteners in your Accobind Folders and 
be assured that “ACCO-bound papers are 


SAFE papers.” | 

Why not settle now the vital matter of 
record-keeping in your office for all time? 
Start Acco-binding and see what it saves. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., 


Led., Toronto 
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PATENTED 
EFFICIENCY 
in the 


Use of 
CARBON 





. Automatic 
Alignment. 


. Automatic 
Rotation of 


sheets for | > 
longer wear. 
g . é. e 


. Automatic 4 


Warning of 
last typing 
lines, 


. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 


BRANCHES IN ALL LARGE CITIES IN THE U.S. A. 
For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 
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rand New Features 


in America’s Finest Business Machines 


McCASKEY-VICTOR 
CASH REGISTER 


ofters compact department key ar- 
rangement for added control benefits 
Saves endless hours of work. thanks to 
new keyboard designed for today’s 
needs. Four designating letter keys, 
meets sales and excise tax needs. charge 
received on account, paid out amounts 
and more... high-efficiency adding ma- 


chine as well 
Model X-61 


VICTOR SELECT-O-MATIC 
ADDING MACHINE gives you 
totals, subtotals automatically 
Great new Victor Select-O-Matic adding 
machine offers new ease. new speed of 
operation. Take both totals and sub. 
totals from add bar automatically. or 
use regular dual total key. or inter- 
change both methods. Quiet operation 
and True-Touch keys. Ten-key or full 


Model 70-85-54  *eyboard 


VICTOR EXECUTIVE MODEL 


features direct subtraction and 
automatic credit balance 


Gives full-duty service. Full flexible 
keyboard. Adds, subtracts. lists, multi- 
plies. Automatic credit balance. The 
Victor Executive adding machine has 
total, subtotal, repeat, error and sub- 
tract keys. Electrically operated 


Write today for free trial of any of these ‘ Model 6-83-54 
famous machines. Dealer franchises available. 


VICTOR ADDING MACHINE CO. chicago 18, illinois 


In Canada, McCaskey Systems, Ltd., Galt, Ontario 


Manufacturers of Business Machines, Cash Registers, Business and Industrial 
Systems, Ef€ctronic Equipment, Electri-Cars 
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...now you can RENT 
the world’s foremost duplicating s 
for as low as 7.O a month 


rent one, a dozen or more OLD TOWN Inkiess Duplicators — instal! a 
pmplete modern duplicating system — with no capital investment 


30-DAY FREE TRIAL in your own office, prove for yourself how 
.D TOWN'S modern duplicator cuts paper work. You'll discover dozens of 
me-saving, money-saving uses 


TRADE IN YOUR OLD MACHINE that old-fashioned “smudge pot” 
worth money when you trade it in on the new Old Town Inkless Duplicator 


id this is Old Town's modern masterpiece of precision engineering the 
Ost advanced, versatile and accurate Duplicating Machine ever made 
akes all the copies you need of everything you can type, write, or draw 
in one to six colors. Hundreds of 

Uses Sales Letters + Bulletins - 


Estimates * Stock Lists » Specifications 
* Quotations * Order-billing » Purchase 
Orders + Payroll Systems + Graphs and 


eoarebatiaan Drawings + Inventory Reports + News 
Releases * Statements + Reports 


‘ORLD'S FOREMOST MAKER OF CARBONS, RIBBONS, DUPLICATORS AND SUPPLIES 


get the details 
on this deal— 
mail the coupon now! 


Old Town Corporation, Dept. O-! 
345 Madison Avenue, New York 17,N.Y 


Please send me complete information on the OLD 
inkiess Duplicator, including 30-day free tria 
trade-in. Present duplicator 

[) You may arrange a FREE Trial 

Company Name 

Attention 

Address 


City 








Kogersnaps are Whnderful” 


RROCERSNAD Pia 


SECOND SHEETS 


are the answers to the efficient 
secretary's demand for faster, cleaner, 
clearer carbon copies. These carbon 
attached second sheets eliminate car 
bon shuffling and fumbling. Secretar 
ies’ hands never touch carbon surface 
Duplicate copies are all clear, crisp and 
legible. Because Rogersnaps are faster 
and more efficient, productivity of 
each typist is increased considerably, 
thereby effecting an appreciable 
saving in clerical costs. These features 
offer wonderful sales points for you to 
offer your customers. Available in 
white, yellow, pink, and blue. Write 
today for prices and information. 


7 
~ 


™ 


ROGERSNAP Second Sheets are packed 
in a specially designed package to facili 
tate selection of the number of duplicates 
required or they fit easily into secre 
tary’s desk drawers for easy count and 
withdrawal 


By eliminating carbon fumbling and 
shuffling your typists save enough time on 
each job to increase their output by as 
much as 66% 


All copies are typed cleanly and clearly 
since each copy is always made with a 
fresh carbon 


A quick snap and your original and all 
copies are ready for mailing and filing. The 
carbons are discarded. Your secretary's 
time is far more valuable than saving your 
second sheet’s carbons 


R A DE MA R K 


139 HOWELL STREET, DALLAS, TEXAS « PHONE Riverside 5816 
MANUFACTURERS OF CARBON INTERLEAVED BUSINESS FORMS 


ROSERSN 
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Eighty items on |,700,000 ballots were tabulated by 

250 operators and checkers in hours on 176 

Clary Addiing Machines for the Los Angeles County 
Registrar of Voters 


Tiffany Office Machine Stands harmonize with the 
furnishings in the decorated offices of the 
First Federa Savings & Loan Assn. of Chicago 


newly 


January, 1955 


Pak Orvics 


Five steel sorting desks, made by Neubauer Mfg 
Co are used by Northwestern Bell Telephone Ce 


Minneapolis, for analysis of punched cards 


A young pony tries an Olympia Portable Type 
writer at the Hagenbeck Circus in Western er 
many. Olympias are distributed in the U.S. by 


Inter-Continenta Trading Corp 





The main banking 
room on the second 
floor is reached by 
an escalator. There 
are no fixed teller 
positions and tellers’ 
use mobile equip- 
ment. The first four 
floors have luminous 
ceilings which re- 
main lighted at 
night. 


Showcase Bank Building in New York 


Exterior of this 
story building 
Manufacture rs 

Co on Fifth Ave 
New Y ork $ a 
glass f aluminum 
frames. Second floor 
has 22 window panes 
10 by 22 ft 


2 
thick, weighing 1500 
bs. Two /y hp. mo 


tors open and close 
the 33-ft.-high fiber 
glass curtains. Bank's 
vault, built by Mos 
ler Safe Co., is in 


full view of passers 











by. Building designed 
by Skidmore, Owings 
& Merrill. George 
A. Fuller Co. was 
general contractor. 











Bookkeeping depart- 
ment on the third 
floor. Equipment and 
machines are fin- 
ished in rose-gold 
metallic baked en 
ame! with tan lino 
leum tops on desks. 
Asbestos tile floor is 
tan and brown, walls 
are green with oc- 
casional red and 


yellow accents. 











Austin Nichols & 
Co., Brooklyn, N.Y. 
saves over $6000 a 
year with automatic 
dictation for its 60 
salesmen whose tele- 
phoned orders are 
recorded on nine 
Dictaphone Time 
Masters. Fewer or 
der-writers are now 
needed to handle the 
transcriptions. Log 
ged Dictabelt rec 
ords are filed for 30 
days to spot respon- 
sibility if an order is 
incorrectly filled. 


Mrs. Edith T. Mar- 
celo, executive vice 
president, Marcelo 
Steel Corp., Mar 
celo Rubber & La- 
tex Products, Inc. 
and Marcelo Tire & 
Rubber Corp. in the 
Philippine Islands 
on a visit to Mar- 
chant Calculators, 
Inc. Marchanters are, 
|. to r., Harold T. 
Avery, vice presi- 
dent - engineering; 
Walter Kassebohm, 
vice president-man- 
ufacturing; W. G. 
Perker, export man- 
ager. 





a all 


James A McLa 
President, N.Y. State 
Chamber of Can 
merce: Rear Ad 
ry iral Ros< oe H 
Hillenkoetter and 
James Loomis Mad 
den. vice president 
Metropolitan Life 
Insurance C ) at 
the Navy's Paper 
work Managemer t 
Exhibit in New York 
Exhibit was under 
the pe rsonal super 
vision of Miltor 
Reitzfeld director 
of the records mar 
agement office 

the Third Naval Dis 


trict 





This mural, depicting 
railroading, is in the 
office of the presi- 
dent of Lionel Corp. 
at Irvington, N. J. 
The new Lionel 
offices, which occupy 
33,000 sq. ft. in the 
company's newly en- 
larged plant, were 
designed and exe- 
cuted by F. V. Ger- 
stel, Inc., New York. 


Lionel's personnel department has gray steel desks and chairs with green upholstery, gray vinyl 
tile floor, gray walls and white ceiling. 
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Desk of Lionel's 
works manager has 
built-in intercom, file 
drawers, television 


controls and buzzer 
system. Floor has 
brown carpeting with 
viny! tile behind 
desk. Wallis are 
covered with tan 
grasspaper. Built-in 
bar has sink and 


refrigerator 


The office of Law 
rence Cowen, presi 
dent of Lionel Corp 
has brown carpet 
and walls, brown and 
white drapes. Desk 
has three shallow 
drawers and ends 
which can be raised 
for conferences. 


Lionel’s main con 
ference room has 
walnut table with 
linoleum covered re 
volving center for 
display of products 
Telephone connec 
tions are installed 
around table's edge 
Entire ceiling is il 
luminated 





Navy’s New “Brain” 


NORC is the Naval Ordnance Research 
Calculator built by International Business 
Machines Corp. for the Naval Proving 
Ground, Dahigren, Va. It was demonstrated 
last month at the Watson Scientific Comput- 
ing Laboratory, Columbia University, New 
York, where it was built. NORC was as 
sembled less than two months before, yet ran 
four hours without an error. It is described as 
the fastest and largest electronic calculator 
in existence. With it, it would be practical 
to forecast the weather for an entire hemi- 
sphere 30 or 60 days ahead, by calculations 
occupying perhaps 24 hours and with results 
as good as those of an experienced subjective 
forecaster. Calculations now made to fore- 
cast weather over the U.S. 24 hours in ad 
vance, could be made by NORC in a half 


minute, 





The NORC's contro 
c 


onsole. Switches can 


f 


gram, but normally 


start, stop and mod 
y its written pro 


t+ proceeds auto 
matically from in 
structions recorded 
on magnetic tape. 
Each of its eight 
tape units (below) 
can read and write 
more than 70,000 
digits a second, a 
speed equivalent to 
14,000 typists. 


In the foreground is 
one of NORC's two 
printers. Each can 
print at the rate of 
18,000 characters a 
minute, Logical and 
arithmetical “section 
is in the  back- 
ground, 
















SAVE Money...SAVE Time... 
with ROL-DEX by Watson! 





Cut active record handling costs 25% to 55% 
with ROL-DEX working level files. 
Records ROLL — to the seated operator .. . 
increasing speed and efficiency . . . 
improving working conditions .. . 
reducing fatigue and chance of error. 
ROL-DEX is built to fit your needs — 


Use your present records! 









WATSON MANUFACTURING CO., Inc. 
Rol-Dex Division, Dept. 
lamesto wn, Ne A York 









ll ee ee ee 


WATSON (established in 1887) also builds a complete line of filing 
cabinets and courthouse, bank and hospital equipment. 
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Now, all the features of Clary’s famous and best-selling full-keybourd adding 
machines are available in a choice of keyboards! Clary’s new 10-Key models (in both 
8- and 10-column capacities) bring 10-key advantages you never thought possible: 
The ultimate in touch operation. Completely “open” keyboard—a fast operator can enter 
figures even before the previous cycle stops. Positive backspacer. Red subtraction 
and credit balance. Step-over in multiplication without the loss of a single eycle. 
Division without yeciprocals. Electric clear key. Direct totals without operator lifting 
her hand, even when figures are indexed in the keyboard. And what's more, the 
new Clary 10-Key is the only adding machine that will hold a constant! 
Clary Multiplier Corporation, Dept. O1, San Gabriel, California 









arrived! 


Dress designed by Gernreich / Bass 


Phone 
the Clary 
representative 





listed in 





your yellow 


pages! <> ‘Y/ 
~~ 





CREATOR OF MODERN COMPUTING MACHINES AND CASH REGISTERS FOR AMERICA AND THE WORLD 




















Bates 
Numbering 
Machines 
& ‘ — 
_ BATES 
Model C Stapler 
Makes its own staples — ° 
One looding - 5000 stople a quality products.. 
— Y 
Botes Staple Sa les gette rs 
Remover and Punch 
Instant emoves any staple 5 
niente pear profit makers 
o thickness of 
Bates List eight pieces of paper 
Finders OREN A ARRRRIEBES So 5. 
Pre prest 
There the 
pr ~ € = 
/ 
= re Pe. a 
. a 
w ’ | ae 
Botes 
Mercury Staplers 
Wide range of models for 
on) every requirement 4 
eo an Bates 
, Automatic 
a Eyeleter 
Feeds, inserts 
Botes Refill . and crimps 
5000 rustless Bross oa i eyelets in one 
€ , 
~ Bates 
Perforator 
Easiest action, large waste 
container. Compact 
economical 


keep all these = . 
BATES quality — x 


produc ts a Silent Stamp Pads 


Rever ‘ enewable f 


on display ; f 


cod 


Bates 
Semson 
Hand Punch 


Powerful, easy to use the BATES 


perforates up 1 
+” of paper manufacturing co. 
Orange, New Jersey: New York Office, 30 Vesey Street 


Bates Numbering Machines, Staplers, List Finders, Perforators, Eyeleters, etc 
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‘Archimedes 





*/ Lizenz 





HEINRICH DIEHL GM.B.H.RECHENMASCHINENFABRIK 


NURNBERG STEPHANSTRASSE 49. TEL. 4911 
WESTERN GERMANY 








MERCURY PRODUCTS 


cut those production costs 








These rollers and blankets pay for themselves over and over in 
your duplicator department. They provide important savings in 
paper spoilage and waste of ink .. . Cut time for press adjustment 
and wash-up Provide superior mileage, big savings on replace- 
ment costs. Order MERCURY and be convinced 


EASTERN OFFICE: 800 McCARTER HIGHWAY, NEWARK, NEW JERSEY 


Pik Ovrice January 





RAPID ROLLER CO. rederai at 26th St.. Chicago 16, tl. 


1950 








WESTERN GERMANY 







NEW HOME a Way Century of 
FRANKEL MANUFACTURING Manufacturing Know Hou 
COMPANY 


DENVER, COLORADO 


Wome of the Crystal Stencil 
The Original “Jog Fim Stencil 


Stace 1930 


< 


40,000 SQUARE FEET = __ 
DEVOTED EXCLUSIVELY TO 


DUPLICATING SUPPLIES 


AB", 
Rio 


“SOLO ROUND THE 










The House That Quality Guilt 


Equipped with the most modern precision machinery and equip- 
ment — invented and designed by our own skilled specialists, 
and built in our own machine shops — this new daylighted 
FRANKEL building houses one of the finest plants of its kind 
in the world — devoted exclusively to the research, develop- 
ment and manufacture of stencil paper, typewriter ribbons and 
other dupliceting supplies 


FRANKEL MANUFACTURING COMPANY 


285 RIO GRANDE BLVD. + DENVER, COLORADO 
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MONROE CALCULATORS 


Rebuilt and Rough 


For the very best in both rebuilt and rough Monroe Calculators, there 
are many advantages in dealing with Calculator Equipment Corpo- 
ration. It is the only outlet directly authorized by Monroe to distribute 
its equipment of this kind in foreign countries. 

very rebuilt machine offered by Calculator Equipment has been 
expertly reconditioned by highly trained mechanics with genuine 
factory-made parts, and is in excellent 
operating condition. If you prefer to 
have rough Monroes to finish yourself, 
you can depend on Caleulator kquip- 
ment to furnish them complete and of 


finest quality. 





All rebuilt and rough Monroe Caleu- 
lators sold by Caleulator lquipment 
Corporation are priced attractively so 


that you can make a fast turnover... 





with good profits. 


CALCULATOR EQUIPMENT CORPORATION 
556 Central Avenue, Orange, New Jersey, U. S. A. 


Please send information about rebuilt and rough Monroe Calculators, also price list 


ADDRESS. vs er ee eee eT eT LC re he TOT e TET Cee 


CITY AND COUNTRY 
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World's Finest Dutlicalors 
AT THE WORLD'S LOWEST PRICES 


Introducing 
SPEED-O-PRINT’S 
LIBERATOR MODEL 3O0O ELECTRIC 


SPEED-O-PRINT CORPORATION 
1801 W. LARCHMONT AVE. e CHICAGO 13, ILL. 


DUPLICATING 
SPECIALISTS 


Scientific know-how and research 
make ROSE products the highest 


in performance and dependability, 


MASTER UNITS* 

SPIRIT CARBONS 

HECTOGRAPH CARBONS 

SPIRIT CARBON ROLLS : 
ALSO Duplicating Fluid & Hand Cream 


Py 


R x SE RIBBON AND CARBON 
\ MANUFACTURING CQ., INC. 
fj : mee 


General Offices and Factory * Harrison, N. J.” tah 
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FOR THE OFFICE OF DISTINCTION 


Tut 











METAL-LUX 


iWhustroted 
M-8000, Executive 
Posture Chair 


M.5000, Matching 
Side Arm Chair 





MILWAUKEE METAL FURNITURE COMPANY 
101 N. Campbell Ave., Chicago 172, Illinois 
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if you haven't yet 
shored in METAL-LUX 
sales and profits, write 
for full litereture today 
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THE WORLD’S 
STURDIEST 
OFFICE 
MACHINE 
STANDS 


From $3450 
“To Velo: 0O 


FEATURES: 


@ 3° diameter casters 
prevent tip. overs 


i aa 


@ Solid steel frame 
construction 


@ Simple elevating device 
@ Plenty of leg room 


@ 5-ply drop leaf 





ADJUSTABLE 
BALL FOOT 
Permits adjust- 
ment to very 
eats = uneven floors. 
GENERAL SPECIFICATIONS ait = Always rigid. 
Frame 24!/," wide, 17!/," deep. | 


Simple, positive elevating action. 


Constructed of |" steel tubing. 25!/," Write WLLL, fer Yew 


between casters. Top |8" x 18", 


drop leaf 16" x 18". 3" diameter 
casters. 2 rubber feet, 2 ball feet. Folder and Dealer Plan 


TUBULAR SPECIALTY MFG. CO. 


1940 STANLEY AVE. DETROIT 8, MICHIGAN 
DISTRIBUTOR — SOUTHEASTERN STATES 









RICHARD PICKERING COMPANY 


348 PEACHTREE ST. N.E., ATLANTA, GA. 





’ 















NOW with Self- 
Adjusting Paper Feed i 
—Keeps tape aligned 

ot all times! 









y 
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and here’s why: Sensational! That's the only word to describe the all 
1S denis oth wr then dine new REGNA Adding Machine! Streamlined as the 


citation auilaliis newest cars... SO low in cost it's a dream-come-true 
@ revolutionary yeors-aheod styling for small business owners. Lets many firms cut ex 
© Swedish steel ossembly penses and increase production by supplying a 
: a are machine to every department, to every desk where 
Swiss PrOEOn Couarers adding is done. It took REGNA engineers years to 
fully pagnerwey safety keyboard develop an adding machine of such supreme quality 
ciphers printed automatically at such a remarkably low price. It will take your 
signals for subtract, multiply, customers only minutes to realize that the new 
sub-total and total printed REGNA is their “‘best adding machine buy''! 








®@ correction key clears entire keyboard tae 
®@ lifetime handle construction — —_ REGNA CASH REGISTERS INC 
@ scientifically designed moulded keys i : 
@ trouble-free performance ... l Y ‘New York 10, N. Y. 
minimum maintenance | Gentiemen 
quns mm Please send more information on the new Regna Adding Machine ond ovt 


WM CAMADA: Regn Cosh Pegisters of Concda J odvontoges of becoming: a Regna Deoler 
lid, 704 Motre Dome St. W., Montreal, Que., ond 


6. Business: Equipment Machines, 469-8 King $1. W., _ 

bes Toronte, Ont, Address 

| QuTsIDE AL U.S. Jorgen S. Lien, Box A aed 
|, &, $0, Bergen, Norway. City Zone___Stote 


175 Fifth Avenue ‘. 
ae 

! 

| 

_| 

ond 
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Pair 
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SCHLAGE LOCK COMPANY, of San Francisco, has achieved exceptional é 
efficiency in their order-invoice system with a snap-out form built o 


around a Colitho Paper Offset Duplicating Plate. Typing time se 
was reduced 80°,. Mailing time was cut in half. Clerical errors é 
were greatly reduced—transcription errors eliminated! y 


Colitho Plates—plain or preprinted—can be adapted 
to any business form. The original typing prepares 
the plate which is run off on an offset duplicator. 
Form and fill-in are reproduced in perfect register— y 2 
cleanly —legibly. € 
— : The ‘’One-Write 
rhis case history demonstrates the economy and r neice 
efficiency that countless businesses now enjoy , a busines: 
through the use of Colitho Plates. We have # 
a collection of these factual stories which o 
you will find packed with valuable ideas. eo 
May we send them to you? Use the 
, . é AND CARBON MFG. Co., Inc 

coupon and you'll receive your copy : ' —— 

{senor yah eahat—-tataaD ig @ 951 Herb Hill Road, Glen Cove, New York 
of the Colitho Idea File promptly. o Ohaw, send me the Colithe Iden Pile 


ch iy, 4 Name_ 
yaad, a Company 
, Address 
a (a Zone_ 


Colitho Division, COLUMBIA RIBBON 


THe Orrice—January, 1955 





THE PUNCHED CARD 
Card Publishing 
Detroit 2, pp. 232, 


Co., 
SO. 


NN041 
502 


tS illustrates 


nt tabulatin 


and ineluding 


and 


ero 


automat 


i de 


pune hed 


througho iT 


ot proce 


ures, t\ pe 


ACGUreSss, 


he eountry, 


charge whe 


rrespom 


ho 


ch 
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Punched 
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70 
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WACHINE 


Detroit 1, 


3 


Are YOU Headed 
For $10,000 a Yr.? 


Hundreds of Positions 
Opening Each Year To Men 
Trained In Systems & Procedures 


Natisfactions 


thie 


New, Simple, Home Course 
Lays Foundation for Career 
Details FREE' Send coupon today 





Read Them on FREE Trial! 


How bs MAKE A PROCEDURE MANUAL 
Full 


Practical 


Page Instructions. 136 large, %'/oxll Pages 
The TECHNIQUES of SYSTEMS 
Comprehensive fully illustrated 
Send No Money—Just Fill-in Coupon, 


—S— 


and PROCEDURES 
345 pages, $15.00 
Mail! 


. “Instructive Helpful Books 
t 








: Office Research Institute 

Dept. JO, P.O. Box 1303, Miami 43, Florida 
Please rush full details new ORI home 
study course on Techniques of Systems and 
Procedures. No obligation to me, of course 

send, for Free 5-Day Trial the Book(s) 

Below. | will read for 5S-days, if | 

®to keep book(s) | will price, plus shipping 

® Otherwise 1 will return in days and owe nothing 

S. and Canada only.) 

How To MAKE A PROCEDURE MANUAL 

The TECHNIQUE of SYSTEMS 
PROCEDURES 15.( 


about 


. 
wv 
° 
» 
“ 
a 


§ Checked want 


send 


. 
e 


and 


Name 

Address 

City, Zone St 
SAVE! Check here if you enclose 
® hook(s) now. WE then pay shipping charges 
nA same 5-Day deal! Money back guaranteed! 
JOP RRO PRO OEO POOR O RPO EP ROR E REE R REE EERE REE REE 


check for 


You 


s get 





Completely new — Totally different... 
The fully automatic Calculator that PRINTS! 


The Model 99 Printing Calculator multi 
plies, divides, adds and subtracts with 
greater efficiency than any previous 
machine of its kind. It also 

provides automatic multiplica 

tion and credit balances plus 
Simpla-tape, the two-color 

printed record of every ‘- 
calculation performed , 


Ne ey 
Wey ; ~ ‘dl 
Write for tres a OO 


booklet number C669. 


Flemington Bland 


Room 1139, 315 Fourth Ave., New York 10, N. Y. 
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“Brains” There May Be, But 
There’s No Electronic Heart 


HENRY G. RITER 3rd 


President, National Assn. of Manufacturers. 
President, Thomas A. Edison, Inc., West Orange. N. J. 
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Look for Constant Change; 
The Best is Yet to Be 


HOMER J. LIVINGSTON 


President, American Bankers Assn. 
President, First National Bank of Chicago. 


IS EVERYWHERE 
v realization that 
CCOMOTL | 

changes far-reaching signif “ay An endl 
not an easy task to adjust our Hil Cquipment Has mos | barn 
ing” to these vast changes which a lmost 6,000,000 units of equipment 
dictating the direction and determining actors, motor trucks, grain combine 
1 deve lopune nt of the American eco mn pickers and milking machines 
omy. It is much easier to follow. th ve been placed on farms since 1941 
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Ly omully iL envel ifomondile ap ought to be e and cearetu lor to a 
pro tery Ison Oo more t} thie rove ‘ tent the letermuine The madus 
owned in 1940. I thy me period the ty } na husiness echanne throug! 
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flows 


; 
> Col 


their communi aa 


eredit necessary tf build 


omy and to rai \ ngvher ¢ midard POSSIDLE DN 


living tha li keeeds th al Ilvnamie America econom 
other country in the world. iy grasp As we look al 
It is a sobering thought ! ! sav with Robert Brow ne, 


{ 


the far-reaching influence Nhe I Ve 1 tM 
Americal CCONOTYN has Ol The bat 


Omies ol ill nations since The | responsibi 
, } 


States has grown to world banking and SETVICeS al 

financial lead ! Fortunately, eadership required, 

American | } Is keenly aware o free enterprise and priva propert 
| {Toet ‘ 


ifs responsibilities in world finaneisa function elec ely and I he vreat 


leadership and. the hallenges inherer rood of our neople 


The Importance of Good 
Company Communications 


JACKSON MARTINDELL 


President, American Institute of Management 
New York 


JOR MANY COMPANIES, 


nual outing or party Is an 


allair. Stiff, formal exchatr 
heard when otherwise sacrosane rank { informa 


meets supervisor of clerk Sooner Oo7 : i Ve! medium 


later communication bogs down com ri a, elephon 


pletely, and the president ves up 


“building company morale,” gathering 

only i viee presidents he 

every ay wt is, mutual 

standing among the levels of a bu 

organization doesn’t just happet 

can’t be taken from the shelf and d 

it onee a veal xcept where activel 

fought, multiple geographical locations, 

mechanization, industrial growth, spe Qur analyse 
jalizations and many other isolating nte Manav 
factors are at work In today’ Husine 

world, widening the gaps between eche 

lons and functions of ou 


Communications—more 


Pore, Ut my 
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How Executive's Secretary 
Can Be More Effective 


JOHN GRAVES 


President, National Assn. of State Auditors, Controllers & Treasurers. 
Controller, State of Alabama, Montgomery. 





KTEN A BUSINESS executive o1 and too easily lost, to be considered as 
a government official complains bit anything but exceptional. Most officials 
terly to his associates—and to al have to work with and rely upon seer 

who will listen—that ever since the new taries who have many fine qualities buf 
girl took over as secretary, the snarls whose attainments do not run heavily 
and snafus around the office have be toward the intuitive or clairvovant 
come an endless headache. If he is a Kor the administrator who would 
rvovernment man, hie will, most likely, have his secretary work at peak e] 
damn the civil service svstem tm round lectiveness, if become a matter of first 
terms tor its obvious tatlure to provide IN portance that a basis ob comimo 
competent people, It the complainant understanding be arrived at The « 
Is It private business, the blame prob lectiveness ol a ecretary iti most ca 
ably will vo to the personnel office or to will depend directly upon how ¢learh 
thie employment ageneys this basis of understanding define her 

There are oceasions, though t responsibilities in relation to the usual 
not so well known, when a new girl at ccretarial duties and the needs of ar 
the secretary’s desk marks the begun single offies A good secretary with 
ning Of a period ot volden efficrene clearly defined duties can easily double 
around the office. Most of the little per both her own elfeetiveness and that ot 
plexities and emergencies which had her superior Where there is a lack of 
become, truth is, rather routine, disap clear understanding, the efficient opera 
pear. Even that morass known as thi tion of the office will inevitably -sulfer 
filing svstem ASSUIMeCS a semblance ol Althoug! no two secretaries ever have 
orderliness. Kor the administrator or dentical duties, it ean be aid in 
executive fortunate enough to have suel general way that there are about ter 
an experience if is, Of course, all come! cntegori under whieh most dutr bi 
dence that this should take place at the Phese are (1) planning the work, (2 
same time a new seeretarv arrive fekine dietation, (3 tvping, (4) 4 
(ute obviously the ftaet that the offies ecuvinw callers, (5 ism the telephone 
now Tunetions tm a superior fashion (ft) handling meomig mai, (4 ra 
because of his superior grasp of the de dling outgoine correspondence, OS 
trails of office management and is but oa ting ! 1} preparation o repo! 
reflection of his own thanking on the and memoranda, (9 preparins 
subject. terials tor meeting and conterenes 

The  conelusion to be drawn, ot (10) supervising the coltien and 3 
course, 1s that a secretary with unusual ellaneous dutie 
perception, though new to a job, ea The respec e pnorit of ene 
hecome very effective and almost indis these duties can usually be deeided | 
pensable in an office without much a the seeretarv alone nsofar a firs 
sistance or cooperation trom the man priorities are assignable However, 
she works for This kind of seeretars lor any reasor thie norm: order ¢ 
is unfortunately only too hard to find, priorities must be set aside, ar 
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eertaint ‘ thie | eure 
\ | be ( re ed | ( ( ! 14 rT 
rary order ot 7 ! Cul na 
eated 
(sranting thie ot t ole Dp ed b 
thie secTrertal ! ( ect ( cll oper! 
tions, the suces ty niet he 
thi role depends el arg Ipon ner 
ability to plan ead It one of the 
chiet characteristy ( planning that 
fis more noticeablk ! ! nsence that 
i? presence Thi oltice that AaAlIwHh 
trving to eatel lp ( wht up onl 
i! disorder thie ‘ fe where the 
iuture 1 not g ol ! au and Vhere 
enehn me aevetopment ade to the j 
order 
Plans ng r¢ Ol i n ely 
nating cor Isto! round the ollie 
courses of actio re «de ed and nece 
arv details arranged u ticipation ¢ 
rie development rood olhee pl ning 
requires that an executive and 1 on 
retary chee} th each other on schedule 
ehanes and other 1 ter ! requent 
nrerval Vor wits ) ! nr rot The 
product of idle moment dreaming but 
require earelu attenti I ound «ae 
elopment (py ( thie most Tine ! 
re ow pia thie Hirst ! lf hour ol 
enehn adi Dur ne vi tinne nv nec 
Hl ehane en ry made ice rie 
nent the da na 
ood practic 1 
end of each da 
aT ri’ fat tay? 
ecretal T rik 
thy or} te he 
done n meeting the eeds ot he 
superior, the executive clear re 
Ponsip tv to make |! onyect CS ali 
programs cieal ‘ that the ecretar’ 
does not plal ror DAS oO! nsul 
nent nrormatiol ! must me er 
phasized that planning » i oimmt re 
sponsibility 
Another important spect of a seere 
tarv’s job, where the executive has 
definite resporl 1) iv to n e clear ft 
position, S ! regard to the hat il ng oO 
individuals who ca at the ofhes 





‘ ‘ ‘ Li! Teierl ‘ 
(4 ‘ ( nour Or Titne lor her 
perio! The probl here mav be 
ore erjou rte vo ernment olfiela 
‘ ( ( pected ) traditiol ane 
i i Ss 4 rie To The publi It 
the ecretar oo to elear the wav tor 
those callers who have tegitimate busi 
es to discuss nd to tend off those 
ho have not The best f not the 
only possible, policy is that the seer 
tal regard evel ealler to be important 
no matter what bis appearance may hye 
or the apparent nature ol his business 
But the seeretar n a tactitul manner 
must get the kind « nlormation. she 
need trot enc CH ley to dec ae whether 
or no e get beyond the outer wate 
his decision not made easier tor the 
ecretal ner bo ecretive about 
the impor t people he expects to eall 
ol et no general poles i to the 
Kind i) People te l or hot sec 
n the rounding out of a mutual basis 
‘ understanding betwee! a secretary 
and he perior, one final point might 
1) mace ‘| ere are Prbaidis Important 
pects ¢ ecretarial job but in many 
ollie noe ! re mportant than the 
vik neominge mail is handled \ simple 
Tem tmtst by le vised 
s that mail s handled 
etherentty Mavlhn wher 
thie olume o " il 5 small, the seere 
tarv can meet this problem without 
ol erring with her cehiel. Otherwise it 
mi ne neiptul to have reneral guide 
lines 1 dow! Mail normally ean be 
sorted to about tour classifications 
(] mportant mail requiring immediate 
ittentior 2) routine m: (3) mail to 
be rerouted to others d (4) mail of 
thle or no importance (Certainly the 
execut ( qd] the ecretary must he n 
agreement to Now eas type of mall 
to be handled Also there should he 
agreement on how mail w he handled 
when the exeeutive Ss out ot the otnes 
( eral a Ihe execu! ‘ oO ns tre 
lom tor more t matter t he relies 
) nis secretary tf dy iit routine etters 
Pr i signature 
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G. W. HOWARD AHL 


President, National Assn. of Purchasing Agents. 
Philip Morris & Co. Ltd., Inc., New York. 


ECHNOLOGICALLY, we 
come a long, long Way since the birth 
of Christ. Yet, in the almost 2,000 
years since the humble Carpenter trom 
Galilee preached the doctrine of, “Peace 
on earth, good will toward 
have made slight 
brotherhood. To be sure, we 


have 


” 
men, we 


progress in forming a 


universal 
rive a vreat deal ol lip service, but such 


a motion hardly stirs a rippl Im oul 


| 


CONSCIOUSNESS Of what value is the 


perfection — ol Vast and complicated 


automation to solve and carry tremen 


dous workloads and = establish  higl 


standards of living, if fiuman relation 
fallen by the 

It is only in the last 
business world has 
with the steady drift 
personal and has tried seriously to stem 
the tice Undoubtedly the 
force is that ot competition, but at any 
Golden Rule has 
dressed up in the 


Waveside 


decade that thi 


have 


heeome coneerned 


toward thre itn 
motivating 


rate, the heen dusted 


off and prevailing 
business philosophy of public relations 
Publi 
an awareness of 
oft the other 
likes and 
dreams 
So Tar, 
rected primarily activities out 
side of the company. However, the 
premise that public relations is a long 


relations is nothing more than 


others, ot being part 
person’s hopes and tears, 
dislikes, his realities and his 
publie relations has heen a) 


toward 


term function aimed at 
building and maintaining a sound foun 
dation on which future sales depend, is 


incomplete unless it embraces the estab 


management 


lishment of proper policies and actions 
within the company itself. It is interest 
ing to note that many companies spend 


millions of dollars advertising their 
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A Plea for Improved 
Interdepartmental Relations 





building 


products and millions more 


and training sales personnel in carrying 
ouf their phase of public relations It 
Is discouraging to note that not one cent 
is allocated to creating in the other de 
partments of these companies an aware 
ness of thei ibthlities and obhea 


respol 
ons to the busine — 
One of the 


ing is to 


COMMUNITY 


cardinal rules of purcha 


ce velop and maintain rood 


buyer-seller relationships; to ereate an 


atmosphere of good will with suppliers 


The proven benefits of a good publre re 


lations program also can be obtaimed 


Within the company The same triend 


liness, fairness, courtesy and considera 


tion which pre ( tended ta sale sted 


‘ 
have as many Hnportant and tar-reaecl 


ing effeets if apphed to imterdepart 


mental relation 

In today’s comple DUSINeSS rina 
ment it has been necessary 
available time and effort to solving the 
many problems of organization and ad 
ministration within each department 


Hlowever, the results of this evolution 


have proven that the specialized talent 


so created can contribute aluable ad 
vice. to other de partments, To build ar 
appreciation of the true unport of a de 
partment in its relation to management 
ecaretul attention must be given to the 
overall pieture Of administratior Mar 
agement 1s primarily interested in the 
proper tunctioning of every adepart 
ment, considering each in itself essent 
to the whole 


It remains merely a matter of degres 


as to how tar a department head sho 

yo in entering nto those probien 
which may, on the surtace, seem of littl 
concern to the running ot ! aepart 














ment Through lac inderstanding problen hich have assumed 
ne may ve apt to whore hes tuation proport ol ( er the years are mere 
entirely DY saving that the ado not cot minor rritat ol poley o1 procedure 
eern him and that the are outside ot WT pe! t Phen olutie oul 
his jurisdictiol If I Tin CH (ly lo restore more pie Ol 
hick Withith @ sive ! ‘ ] en th rranvement 
he concerned ‘) Thi¢ re! pier | Tr L a? } ] itj~ 
within one aepar ent i 1 te rye ton etor r tionship it mi ne aitheult 
HUSS to take recognitiol ( ‘ prove! ler ¢ re The Thouent that are g 
encountered 1) irre ding depat tempting 1 1 other department ho 
ments I do not mean to imply that one to operate In diseu y ndividua 
should do the } al ; otne! aepart problem 1 ni Poune 1} eerta 
ment but | ( ! But ; neere ellort amount ot give and take necessal 
fo project onesell beyve ( Thie O-Ci ( ind that it wv require eert ! mount 
mechani ol adepartment: PeclaAallZ ol tact no te step ¢ The other perso ‘ 
hol Would aeve op ! i! erst; aing ¢ toe If a re nd neere nterest 
tne man propie! nicl ee the head ( aenced, i not be too ¢ heult 7 
ol other department ol nee other or the a rapiiit ( 
It will bag bourne tliat ; cand ft ! nterdepart! ent: harming 
O 
ur Heritage Will Help 
Us to Face the Future 
C. HERBERT BRADSHAW 
President, National Assn. of Credit Men. 
Bausch & Lomb Optical Co., Rochester, N. Y. 
HE SIGNIFICANCE of credit and where eredit dues” “Te i credit 
dynamu eredit manavens 1 iil tol eount? , The Hole oe aol ot 
parent tod: Vhie! Ce Col der the 1! natio rest Ipon the olid tounds 
nature and function of eredit itself. and tion of eredit and its future depend i 
the magnitude and comple f of ow no small measure ipon the ll sane 
moder! Ccotil t red ( mip im) wierd t «} eres rhe! hia 
H menn or method « tra et or Tptl el evel ere he 1% r ¢ 
that The rant ‘ ered ! | ‘ ! ( | hye 
firmation of Lith, i i trust cle lloat qh t problern ( } rie 
and an expr ‘ oly contfidenes ‘ traiton ont fie! lelyt 
i) mat It dl « ‘ uvtiie agent contiscatol ho nflatio 
mi the chemist! of our econon Viel trim hat the Color 1 aced baeh 
make it Tunetiy ( reddit omething WW75 Wher thie British Redeos 
tor bn earned, Ke a tine reputation nnd Clastied 1! re Mis ive Mi La ! 
cherished like a good wife. Daniel ton at dawn on April 17, 1775, and 
Webster said, “4 redit ha qadone a thou marched ! to € oneore hie ( olonists 
sand times more for inl 1 than a had ne ipplies of an oO equipment 
thie gold Trine Tine voria Ihe el ! aml l thiol ‘ mone ( re 
word 18 used na laudator ens Wi credit! The Continent Conerte } 
SAY. “Give nin credit.” "(rive cred a emeres ( Hod Tl Tle mnority 
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and no compelling powel! to le VV o! col 


leet taxes It couldn’t commandee! 


property nor borrow funds from. its 


CITIZENS. There was no common ew 
renevy and no banks that could extend 
credit. 

The Continental Congress authorized 
of $2 million in 
money with no security behind it except 
pledge of 12 of the 13 
1779, there were forty 
issues of paper money tor a total ot 
$191,500,000. The 


the issuance papel 
the questionable 


colonies. By 


states were Issuing 
their own paper money and, because ot 
depreciation, barter became common i 
1780. The Continental Congress enacted 
legislation to allow the states to colleet 
taxes to redeem their outstanding pape 
currency at 1) 
silver dollar 


paper dollars to one 
Eventually $120 million 

Continental paper was retired while 
remainder depreciated to the vanishing 
point. About six million was turned i 
under the Funding Act of 1790 at the 


rate of 100 to 1.) The 
ce stroved or 


balance was lost 


“Not 


retMallis a eri! 


kept “Ss 
worth a Continental.” 


SOUVeHITS 


for utter worthlessness 
But the Colonies won then rele 


pendence from the most powerful ni 
tion on earth and secured for us our 
priceless heritage We ean understand 
what W ashineton 
1790, “The 


was enhanced by the difficulty of 1 a 


George meant when 


he said in value of liberty 


tainment.” 
is a relatively short time, in. the 


ol oul world, Spree this republie 


was founded; vet there Is 


nothing 
recorded history to compare with ou 
swift and spectacular de velopment To 
day we have every § device tor ou 


security, comtlort and pleasure (dur 
grimness of the old 
Drudgery and 
thing 


Fiftv vears ago, over 60% 


lives have lost the 
struggle for survival. 
hack-breaking toil are largely a 
of the past. 
of our people wer produce 


ay 
Toda 


engaged in 
ing our basic food requirements 
only about 14% are so engaged. 

W hen one 


evrTreat country ot 


throughout this 


ours, he realizes two 


travels 
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creat 
and 
future 


ties, his 


Whatever 


religious 


treal bent, or the part 


which | 


COMMON 
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Ve 


ry 


rooted 


We lace as ere 


our devotiol ane 


ele als ol 


+ 


log] 


On precedn ” Ss 


added significances 


a position ol 


the hope ot free m 


the countless 


Do we still 


~f lt evide nit 


We must 


une tl 


principles 


CCUrIts 
mitist te 
ra 


areas ol 


miawnitiue 


anhout the 


Gemocracs 


world 


dedication — te 


our people 


aracteris 


nis 


\merican 
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(our 


pol 


itrv it 
Ni 


iS 


in treedom 


+ 
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) 


test today 


HecrAtise Wwe have 


thousat qd 


" 
‘ 


( 
| 


] 
" 


allo 


adership 


We 


est today : 


+} 
( 


hid any venera 


ha 
Worl 


are 


vervwhere and ot 


Ours lve - 


who were 
These 


‘ 


trutt 


Which presuppo 


mone w \i ee 


our demoerati 


and dut 


support 


is ree mel 


willing te 


well 


dane i 


ur enemies alwe 


stunimate 


The 
United 
ferrent 
munist 


Three 


produced 


1) 


Thi 


lunetior 


| 


~{ 


1 


mitllion 


| 


skill 


yroduet ( 


o all out 


W 


nte Toad: 


eonspirator 


finshed 


$14 million oom bat 
What 


fraternits 


fremena 
play 


moothly 


NO segment of 


qualifie d 


erroul a 


throug! 


! 


! 


rrigeiniti 
ruarantes 


1 Wore l 


recognize ul 


tl 


trengtt 


‘ { 


plot wit 


CHpPAcIts 


thre 


navYvTeSSION by 


Concern 


It 


19533, 


aotrie 


fils eounty 


1 roo 


them 


people 


Xperience, 


( 


propert 


ri 





threate! 
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Redesigned Bid Form 
Reduces State’s Paperwork 


Cc. L. MAGNUSON 


President, National Institute of Governmental Purchasing. 
Supervisor of Purchases, Dept. of Finance & Control, 
Purchasing Div., State of Connecticut, Hartford 


Hk PURCHASE t th housands a V1 al Cau f panding 
of commodit iilved in | workload ver, V vere becoming 
operat ol a ay ] Il ¢ Increasing ! ! | ata vreat deal 
State has alw: | ia nty ' i ol the ansy 1 l is could be 
olved problem, mo ally : found i 1] ion of «1 y dowh 
1 accordance with stabl j LCs, and mpro 
virtually ever tem m procured 
through the proces f e bid c 
The Purchasing D ! | 1 area, 
olf Connecticut 3 al “aN “ue ) vrram 


S00 bid invitation ng An ana ) ur procedures 


many tens of thousands of ns. Wher cated that o1 tf ajor problems, 


this flivure 1s 1 ipl \ amount and one wl ! j itest number 
ot cleneal Invo ] nh processing of clerical mi rs, a e tabu 
each bid trom initial preparation » lation 


ultimate completion an awa 


I 


COTTIOS quite OnHVIOUS t! 


nt thie 


workload is tremendous proportions 


With Stat agence! mstantly 
| 


ini ana Ing Cope 
operations, 
tions § caring 
numbers of 


| | " 
SCTIOOLS ul d eyes mmodat ny tabulati 


ereater numbers of students each year; bids mat 


the paperwork problem, so tar as our 
procedures for procureme! are eon 
eerned, threatened to become serious 
remedial steps were not ak at ones 
We were aware that the n 

work bores had vTOW 


LD vears \ 


Due Orrick January, 1955 








FOU SPS Bev. 5-54 | (Duder to mpply aformetion requested bes ~ 
aad pong —— he = BID NO.__545~-1472 


STATE OF CONNECTICUT ISSUED lec. ds 19% par cuemirmep 
DEPARTMENT OF FINANCE AND CONTROL F ” 
SUPER 


| 
wD NO. 





VISOR OF PURCHASES 
70 ARCH ST. HARTFORD, CONN. pace:__1 of 1 Pages | dtiivery dove after receipt 


Scaled bids, subjoct to tro conditions at forts horein, wil bs received by the Supervisor until the time aed dote set forth below TENAS: CASH DISCOUNT __ 
Ly compliance wits all of fro condillom: horee!, ths Bidder, whose ac.29 oppoor berusn, oFers and egress to turnich and deliver 
to Jectlagtion off of hs eomasoditive and/or sorvicws ogoint whi prin eru quoted. 


o-me oF om orecic,__December 21, 1954 ___we_ 10100 Asli, EST, 


SUPEDVISOR OF PURCHASES | 


NET CASH 


5" OUP NO. 7532 = Envelopes 


rox, Commission on Chronicall Ill, (ged & Infirm | 
Voodruff Center, 611 Georre St., New Haven, Conn Signature and Tic 
DI STINATION F.0.8. as above peuvery zquieco «6On or before Jan.l, 1955 





= DESCRIPTION OF CO/AMODITIES AND/OR SERVICES uwt | UNIT PRICE TOTAL PRICE 











1. | Official #10 Envelope, Sub. 2), white wove u 
B.P, #155 >lue 





Corner card to read as follows: 


Seal: Woodruff Center | 
611 Georre Street, Nev Haven,Conn, 























Connecticut's improved bid form is a preprinted spirit master. The column at right is strip 
carbon coated so that bidder makes an original, and a carbon copy on a detachable foldover 


tab. when he writes his bid 
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—_— 
ere neing tra erined ’ rifting tron and vet he put to ( adaliti« Trounple 
the origin: ‘ pies r tne Hid TX pecs ther ‘ ~ thie re ( 
labulating eel the dat pred hig tir ty wer P iid 
hieatior ‘ othe! pert ert mate! dding ) 4 de strip of paper te 
(10% ny A I CnC] el nad te ty t ped ur bid tor ‘ + this rig his do mare. 
olved hundres 1? ‘ ! ‘ eller mp ' the perforated tab under 
tire TI ther comply ead ot the - ra rhon <« 1) ‘ . he «al 
ligne pent ! pron rene me ( eheac} ‘ ‘ thas toy ‘ Ty ar rat 
ny, to red et ! i he J I ter ! 1 2 rte; re \t thre 
ol erro}! ' tramnsc! no” the ] ‘ hie 1 ’ riit-hand cor ow ot the hid orm. 
on took a mi nun Iwo cler} ( ( pro ! nal bor the ( Hhiety 
to read and the other to chee Tri ort dertifie thy hiddey ‘ ) ” wide 
I) approaching tl mroblen 1 ‘ nres perl thie dadentihieatio reserved 
decided nt thie outset! that, tend al ( el ( 1 i fering price lor ene! 
eeking the mes ao! " ! r «yl ite a | thie rye Vii app ! tor the 
mpro ne tl proces rr ‘ 0 ad¢ ott Seo torm or 79 
prior ‘ qT IM ty t avy ‘ tr ating Rid ” prepared 1 ‘ . 4 , dc 
i? ! | ‘ tire If 1! Vel re po er! ptiot applicable yren fig . ete.. 
hole \ Vould reduces 1 ‘ pure of eae) ter nv ‘ printer 1) mastet 
MeChHAnICS operatlo hat ( te nad "4 ru thy or [ditt equipment 
eeded rratil ripe mut more ntere ol bist duplicating paper Dig vid 
ny thie ifter mire ‘ thre ol nelud y the 2 tol. ' 11’ | 
ol hen ¢ mined ! retrospect f Pha tah fold - ® meal , dar. 
prypre ired rent ce moore eomplicated I Ad 14” m4 mm, mn tay nage 
Hel : eval lo COP Nill ! to prepare tabulati hia o blat 
Actually thie A iio we a) named as * ‘of Bry 0d ! ‘ He entire 
ip I Hie yvora “bet the made! ) tine ‘anes oaditie ( et : thie 
their own paperwork.” That, gener are listed on each bid, are duplicated on 
peaking, the b dea ol vine the tabulating heet. exeept that. it 
the new procedure i ‘ nded Phere yaced of he extreme lett of the det 
other prpotue ar The | t fan r 4 prepared ¢ hie ‘ rm re open 
While! The practice of me ! Chic thy or 1} ri nvolved nproceduyr 
operator I ' Phew ow! cel . duced 14 i ! rie Theat hile Oper 
vhiiel ore ibseaue t riie ro " tier | e tal p , bie , . 
returned 1 Ther thered ; ’ bye? COD ot enc byrcle ' dentifienation 
thousand orn nhour ‘ eleries tine t the ton dopri hel. , aque 
whiel Would ti e thee ( al ! ie pasted o1 thy tabulat , bh oet Keach 
nev the State do 1} ttle obo tor then trip nex ip and nate p ot avad 
Many other orvanizaty6 ! rover! thie =f 7 tern 0 the tabulatinge sheet 
ment, a ‘ he ‘ ri« nadus ries ! nso" le Trom thre eomaster 
try, employed milar plans Qur pr There absolute ' y byilit for 
mary problem, tT empl 1} dea to tfransecriptior erro? fy ene} trip 
our own advantave va tk rl mn the ‘ ear CoD thie ! el ‘ 
ment ') Viel our endor eould heure t} t tre sect } ' y ) 
neip wu ‘ mriit t4 tT! paper or} oad, pid 
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Clerical tabulation and transeription 
Proot 


required (Ot course, 


duced postage COSTS 
In all, the 


many 


time was completely eliminated, new method will definitely 


reading is no longer thousands of manhours of 


Save 


original copies of the bids are available clerical time and establish a tar mor 


for checking, should the need arise. The rapid and efticient procedure for bid 
new open market bid forms also provide tabulation which in turn will materially 
214 times more working space for in expedite the awarding of contracts at 
sertion of items than the old torm Li an accelerated rate The only require 


addition, a proposal sheet, used with the 
old procedure, has completely 
This reduction in 
coupled with the use ot 


with the 
their bi 
little tab as 


they 


from our bidders 


that, i 


ment new 


been form 1s making up 
they that the 
folded under the bid torm 


paper throughout, has substantially re enter their price 


eliminated. number, make 


sure 
lighter weight 


Wien 


The Next Era Will Be 
The Age of Accounting 


MAURICE H. STANS, CPA 


President, American Institute of Accountants. 
Senior Partner, Alexander Grant & Co., Chicago 


URING THE LAST fifty years we 

have seen amazing developments 

the automobile, the airplane, svn 
thetic chemistry, plastics, drugs, 
farming, hybrid breeding, re¢ 


wonder 
scientifie 


frigeration, radio, television, electronics, 


and nuclear physies. Meanwhile, there 
have been three eTeat economic move 
ments of the 20th ec ntury 

1. Great industrial expansion, with 


widespread ownership and greater de 


mands on accounting tor finnaneial con 
trol and for 


2. Mass 


phasis on cost accounting and efficiency 


reporting 
production with great em 
3. Increasing government iniluence in 
the affairs of business, through taxation 
and regulation 

In this same period, accountancy has 
experienced a phenomenal development. 
The number of certified publie account 
ants in the United States grew 
at the turn of the 
50,000 today. 


from 243 
than 
altogether, 


eenturyvy to more 
Accountants, 


above the ranks of hookkeepe rs, grew 
from a few thousand in 1900 to hun 


dreds of thousands today. There have 
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cle veloped thie 


ubsidiary 


and 


spac aitie 


arts ot cost accounting, internal audit 
ing’, budgeting, systems controller hip 
in all its phases, and ultimately man 


agement by 
The ey 


this 


accounting 


istence in our short lifetime of 


sclentifie progress, economic ad 


vancement and accounting development 


was not mere coimeidence. They were 
parallel and interdependent—and_ they 
have been so effective that in five 
decades they have halved hours of labor 


advanced tenfold out 
short, the 


perienced In the piust half-century have 


and standard of 


living. In gains we have ex 


been due to two quiet revolution a 


scientific revolution by the intensive de 
velopment ot and a 


researcnh, mana 


gerial revolution by the tremendous ex 
pansion ol the 
The future 


deve lopme nt 


accounting arts 
promises continued 


Who 


name the limits oft 


rapid 
venture to 


Irprises to 


would 
screntine 
follow the 


harnessing of the atom to 


produce electric power oF the creation 
ol eleetric computer that do i vear’ 


fir 


] 














WILAT nara ; erin ’ The mathemati computa 
i! ‘ event the provran a tio " t commor required reduce te 
Mectromis COMPpPULeyl ! Lo aut Ol ihe ties Thheowe elomye 1 ! ea) 
cotilic protien al rs tf ! im( Litie erntic requent ‘ ale pel 
nh thie ewentinn woratol () Pat a repented mat 1 ( pertormed 
are the finndit ell ‘ to the ipo! limited number of primary data 
ollie Ol the actual and the bp ind elding a limited number ot num 
mial Der thie vnificant output Chus the 
The case paradoxical o1 t least ong sequences utilize, in tact demand, 
Iwo count To be ! Vill he adding High speeds if the results are to be- had 
machine i aeveioped tor commers il i nH re onabl firme But repeated 
Purpose (Pascal ce rned the first one evels need only a ngle programming 
nthe labors of | Lattice re nowever mat repetitions re required 
id punched ral tine rie aot the machine Llenee byes we of the 
ere developed tor / the data mited imber of primar lat nad 
rou the \ ri 4 Hollerith inal result relative ‘ put-ouf 
thie ! Cntor nad estimated that t pout Pacilitie itid mitted nternal tor 
vould have ey} init 1910 1 MalV Ze Ve? CADACITV W otter Lillies Not all 
the result ‘ the 1S90 censu It wa Mente computatior re of ft ort, 
thie fronor ! first ! Kngland and nut many are 
then ! 1! eounty who among hey eontrast, vy thie ollie hore are 
cient / disas ered the isctulnme ‘ TV pu t au titve ( aqathi upor 
the Hollerith machine lor ther compu Viel i retative ma number ol 
tation operat i re to be pertormed Qdttey 
There Oo another pect Though enoug! thie quantit ol number re 
publicized as electronic ora thie are, quired a uutput not bstantially less 
n tact, extreme! mple-minded, being than the umber of input data Input 
endowed with no tacultre other than a iid output tac ties must therefore 
mited memon ind the abilitv to per operate at speeds comparable to that of 
form the most elementary arithmetiu thie computer tsell Krequent the 
mad lovical operatior llow, rnen, operations to be pertormed upon each 
hould they cope with the mathematical datum or small group of dat i, although 
complexities contemporary screntifie lew in number, are to be selected on the 
endeavor DASIS Of a possibly omplhicated eriterior 
Obviously the alis we Mist te that Irom a larg st of possible alterna 
even comple mathematical operations tives This makes for difficulties ! 
are compounded Trom these elementary programming, and for a long program, 
arithmetic and logical operations. and whiel necessitates a correspondingly 
t! is in Tae the case Sometimes the olurminous stor we capacity | nally, 
compound nelude mifinite SequuUeTICeS thy mere mechanical transeriptior ol 
but ther these cat renerall rye sul the date trom the original rees rd to a 
ficiently wel appre mated ry hinnite nued , 
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Office Needs More Complex 
Computers Than Does Science 


A. 8. HOUSEHOLDER 


President, Assn. for Computing Machinery. 
Oak Ridge National Laboratory, Oak Ridge, Tenn. 











This way 
to inexpensive 


microfilming — 


the new 


MICRO-TWIN 


recorder and reader combined 


The amazing Micro-Twin puts modern microfilming 
within the reach of any company —giving you at new 
low cost a complete recorder and reader for less than the 
usual price of a recorder alone. See the Micro-Twin 
at your nearest Burroughs branch, or write Burroughs 


Corporation, Detroit 32, Michigan. 


Burroughs 
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Cnanaaca anniac avarvthing 


Why the “Automatic Office” 
Is Still Some Years Off 


CHARLES G. CHASE 


President, Systems & Procedures Assn. of America. 
Harshaw Chemical Co., Cleveland. 





| RING Phil PAS y | Lh Lhe 0 CcoeDp qd pri out re iits 

topi electro! } held the Natur r et inout mmediately 

Diusine pub prot to ree ‘ tuatior The result ol 
vrasp Not ine ter ceertall ell ( ol ( wecon»me ppare 1 
equal ! l cil tial that ubvect uri ‘ past ‘ ! Phere nre now 
whiel na eome te iM ‘ ! I able ario put device capable 
tegrated data proce nig rot « Thes« eceptu ‘ restible ata at peed 
subject merit 4 aeri i be } “are het are ‘ 1 not « barrassing 
ol tar-reaching ! ‘ om Ne ithe! ower that e interna peed « then 
a@ panacea lor ; Plisine kor th computing equipment There are print 
reason it appears at rable to take ul el nict Spe out result 0 ast that 
unbiased look at what has happened u the principal difficulty to move ‘ 
these fields and to project the eal paper past the printing heac f iff 
progress into the buture cient speed 

W hen electronic data processo! lirst But note above thie ords estible 
came into the public eve, the world was data Kleetronu machines =t} have 
tartied DY thie lantastie speed vill ers nick appet tes ‘ ney cal digest 
which they could OlVve hitherto in data oniy when if . nh an acceptable 
soluble problen farseeing business form. They cannot take an order on the 
men began at once to eF sion the ap telephone They cannot read hand 
plication ol these machine The Devi rit Phe cannot accept erba ! 
to pieture tne. hee occupied ob tlie tructiol “4 ‘ ( ‘ ranscriptiol 
or pig’, hlach Doxes: nstead of peopl nece ' ( trar ort oures dat 
vith thew cold ( ipla 1 a cle to omethul tne 7 ( ‘ mader 
mands The saentists and mathnemat tand. Recognizing ! ct t «cannot 
can who developed the machine n the present state « the ! he « led 
viewed witl alarm the overentnusiast le hortceomil a rout <ten 
receptior accorded them de ee Phe me! iw the desirab creating 
were the first to recognize, : ndeed this digestible mediun ePAl A po 
they should nave peen, the Vick dis —Enle nthe bu re pro (put of ft 
parity between business data processing 310m came integrated data processing 
and seentifie computation Here ther r the elements ot 

The nventors realized that, nere; the “automat en Yet evel thie 
computors vere the capable ‘ pel nost progres ‘ O bie are 
forming : arge number of complex most r from tl the 
arithmeti operatior ‘ mited were five ‘ or \\ It oht he 
amount oO gdata, the ere able to vi to examine one peril reasol 
cope with the enormou ‘ me o re ! ‘ aie ! aus Conve reas 
latively simple operat requires the a ( rd offices itor 
business data processing. They deplored tio ( hecause Americ: 
the disparity betwee the ntern: husine P we ' int apit 
speed of the calculatol nd it anit nveste eq pine nie! l est 
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Copease copies everything... 
| better 


Copease” 


Dupler 


PHOTOCOPIER 


*Trade Mark 













Mail coupon now for FREE 3-DAY TRIAL 
and be convinced! 


To prove that Copease Duplex Photocopier is worth its weight in gold to your office, 
Copease makes this unprecedented offer: A 3-DAY TRIAL IN YOUR OFFICE 
ABSOLUTELY FREE! We deliver, instruct your personnel, pick up the machine 


when you’re through. No obligation of any kind on your part. Copease makes 








sharp, dry, jet black copies of anything on paper in seconds...and every copy’s an 
“original,” fit for the front office. Fill in—clip—mail the coupon below NOW. 








Offices: New York, 270 Park Avenue, PLaza 3-6692 
Los Angeles, 3563 Wilshire Boulevard, DUnkirk 5-288] 
Distributors in principal cities Chicago, 201 N. Wells Street, ANdover 3-6949 
mH eee eee CeO eee eee ee 


Gentlemen: Please have your representative call to arrange a 


COPEASE = trial = opease in my office. I understand that there is no 
ation whatever on my part, 
CORPORATION| | ~*~ 


Name__ Title 
270 Park Avenue 
New York 17, N. Y. 
Box O01 City_ ____ State 






Firm Name Address 





T e cuts 
office 
costs 


increases 
office 
efficiency 


benefits 
employee 
and 
management 


actual 
size 


Yes sir! 


KLLL-F2iLL_ 


INK PENCIL 
does all 





The 00-R2i7E_ \nk Pencil is 64 inches long. It has a 
king-size ink supply that outlasts 10 lead pencils. 


HERE’S A FACT: Tests have proven that it costs $1.46 
in office time to sharpen 1 five-cent 
lead pencil. 


This Z00-22/7E \nk Pencil never needs sharpening. 

Thus, one —Z40-22i7E_|nk Pencil can save $14.60 in 
sharpening time alone. 

WHAT A CUT IN OFFICE COSTS! 


Office supplies buyers for large corporations order 
All-Rite Ink Pencils by the gross. Smaller offices order by 
the dozen. 

All-Rite Ink Pencils never fail to start instantly — write with 
clean, sharp lines — make fine carbons, without blurs. 
Employees like them because they write so easily. Bosses 
like them because they save employee-time. 


Save time — save money — save tempers. 00 
OorDER Topsy *3° 


from your supplier per single dozen 


We'll send you a free Ink Pencil if you 
send us the name of your stationer. 


ALbb-F2i LE Pen, Inc. ¢ 241 Hudson Street * Hackensack, N. J. 
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may be said te es vanizatior 


tundamental sig 


nines 

equipment manutac I nave equa 

large sums invested in research, patents 
; + 


anda tooling tor the samme obsolescent TI whole structure 


machines. Naturally, both are reluctant operations must me 
to write off these investments. Business from first pi neiples.” 
would take the plunge if manufacture While is not wit} 
would lead the way. This they ay this article to expand a 
parently have been reluctant Bowden’s thesis, the } 
least in areas which might cor mentioned earlier bri 
existing products danger of violating 
As a result, the seekers a i , that of simplicity 

mon language were forced | principle of war. It should 
the archaic medium known a ' iple of busin To | 


channe!| punched tape This de@e@isiol simple, op yechy 


Was thrust upon them, not because het rs should not 


ter media | tT eXIsSt Dut, hbecause more data taste 


Nve-channel tape was the only general s unable to di 


lv available means of transmitting data getting trom 


automatically over wire communicatior Why tax it with 

networks. Then came the problem ot To do so 

integrating this pedestriat medium with ne characte 

other machines machines whet wer 

themselves more versatile than the tape supersoni 

which was to instruct them. The result inlgue T) 

is a tamilvy of machines wit! punches abilitv to di 

and readers protruding from their sides viven criteria 

like bunions Nothing fundamentally even about m 
Nothing liv up to the promis« chore Now 

held out bv « ; I) fact, some cessors, mucn 

electronic manutacturers were drive perrtormed py 

to the absurd expedient of building will reduce its » t bare (but 

machines whi would translate \ ‘SSarl . 

channel more sophist 


language \ neir machi made They shouts 


not more These Cor 


aSsOTl 
the tuture., ¢ 


lying cause | at businessmen 


ati used te simp 


eral have 1 to accept the 
so aptly at y Dr. Bowder 
hool Faster Tha) Thouaht ae Vrites, le! al opera 
é these machines will offer i mac} 
management the opportunity 
pletely revising offies procedure 
are some computations 
taken over in ne 
done by machines e> 
now done by elerks, but 

COTE l I 1! oV 


work nas heel redesigned tO 


( proposed mact 
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INTER-CONTINENTAL TRADING CORP. 
90 WEST STREET +» NEW YORK 6, N. Y. 
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SEMINAR and BUSINESS SHOW 


February 28 — March 1 - Conrad Hilton Hotel, Chicago 






Alerting 
Today’s 

Office 
Manager A 





*e 
ee. 
* 7 Techniques © Organizatior ** 
e * 
on Management ? 
ry e ee 
+ A C H He Ch g " Fs 
a formative minar f ‘ e 
. 
Pi e manager plus a spectacula display f the ae 
7 @ newest equipment and thod: rs 
an) 


Sponsored By The 


OFFICE MANAGEMENT ASSOCIATION OF CHICAGO 


105 W. Madison St., Chicago, Illinois 
In conjunction with Northwestern University 
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type of thinking no machine can ever writing, answer telephones and 

re place executive judgment wit! exceptions People still will 
What will happen to he clerical needed to prepare data tor machining, 

labor force should much of its burde and to deal with the finished product 

be shitted to electronic devices? It has However, since the processing 01 data 

been alleged that this “office revolution” vi be automatic, many of these people 


mav he hkened to the industrial revolu re needed only tong enough to teed 


tion of a century ago. At that time he machine its quota of work (tte! 
workers displaced by machines were in that they will be tree. Free 

demand to produce the machines whicl themselves. Free 

displaced them. The parallel isn a pursuits 

good one, however, since all ot the create ins ‘ exigench 


machines involved in’ the industrial of time and mone heretofore 
revolution were producing salable placed beyond thei 


goods or adding economic value to such It is easy to envis 


voods. Today. the electronic machines 20-hour work weel ) I worke! 
{ 
1 


under discussion produce nothing ! inno boresecabl ! : oven mot 
economie value because the data they enticing is the possibil makit 
process ure ol value only to the pre available, at no saernh i ari 
ducer large blocks of letsure time which cou 
This being the case, what ther lap he devoted to the ameliorating influenes 
t 


IvVi Vhere 


pens to the clerical workers? They will of cultural ae 


hye present to accept orders, read hand nope tor progress 


Railroads Standardizing 
Paperwork for Automation 


WALTER N. NORRIS 


President, Railway Systems & Procedures Assn. 
General Auditor, Great Northern Railway Co., St. Paul, Minn. 


HE RAILWAY INDUSTRY 


unique in that it consists for the 


most part of many individual com 
panies and = separate operations, — all 
serving the publie as a unit One may an ‘ ) Theretore, 


ride as a passenger, ship treiht o1 ol ail vs’ opel 


express, from coast t coast and te 


a or Mexico ‘ transportatior 
may require the SeTV iC 7 as many 


{ 


half a dozen or more railroads, eael 


operating as a individual t 


effect, Tunctionimg 


He hipeper 
Cerne 


j 
1 
> - 
waiiwa 


| 


Vs VOCHCTALIN 
alone these functional 


operating, trafic, necoul 
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taining te 


work of intorma 
RSPA 


» the per al 


tion handling or data processing 


theretore 1s unigue in that it duplicates 


the efforts of no existing asso 


lations oO! 
Organizations 

Qne of the first things advocated by 
RSPA Was the 


lormat tor the 


adoption of a standard 


reports and pape! work 


NeCCeSSi interchanged between 


ry to te 
railways. (Cars, car repair parts, width 


ot rail, couplers, etc., have long been 
standardized in the railway 
Such 


eourse, be 


industry ) 


standardized tormat must, of 


adaptable to machines and 


machine langvuags 


- | . 
Railway 1 


MmAaAnAgeCINGeHIsS are Micreasinyg 
their demands tor QUuicKke! and less ex 
pensive reports both a a result of 


operations and to control them. RSPA 
is endeavoring to assist railway mat 
agements in obtaining the intormatior 
laster and less expen ely 

Railwa are extensive users of othe 


machines and equipment of — almost 


every kind and deseription, and it is 


_ 


r, To Office 





scientific 


today "s 


oblit 


PESSIMIS1 views 
thinking as the final 


from the tace of the 


eration of mat 
earth On the other hand, the optimist 
SCOSs today’s discoveries as advances to 


plea ure, comtort and jov ol 


Not peeing 


optimist or an ¢ 


add to our 


living either an extreme 


xtreme pessimist, I am 


econvineed that at some point the com 
mot ense of man will exert itself and 
all those things that we may fear will 


ultimately tur fo man’s advantage. The 


eonduct otf ar business i to achieve a 


specif roul There may he many sucl 


spiritual, philanthropic or mone 


goals 


92 








Applying Common Sense 
Operations 


VINCENT C. A. BITTER 


Chairman, Controllers Congress, National Retail Dry Goods Assn. 
Executive Vice President and Controller, Peck & Peck, New York. 




































obvious that they w continue to re 
quire many and varied types of equip 
ment. On most of the large railways 


today there is an increased demand for 


the adoption of greater automation to 


produce information taster Ideas ar 
intormation 1s 
being disseminated by RSPA_ looking 
that end We are cooperating 
existing both within 
industry, so that 


mechan) 


being progressed and 
toward 
with all 


and without the 


groups, 


changes either toward greater 


vation or more automation 


etlected 


complete 


may he without too great an 
management of the 
or the publie. 


This has resulted in a challenge both in 


impact upon the 


railway <, the employe eS, 


as well as human engineering. 
confident that the will 


that the railways ware not de 


clectroniu 


| am reader 


reauz 


clining or decadent, but are continuimeg 


dominant service industry provid 


as a 


ing the publhie with the most dependabl 


and economical transportation on oa 
mass basis, and utilizing the most 


modern methods in business procedures 


which it as, there 
in the 


manner 


tary Regardless ot 


should be the desire to achieve it 


most economical and efficient 
Since business aims are usually mone 
that For 
there are dit 


Howe ver, there 


tary, let us consider phase. 


each type ol business 
ferent specifie problems 
with 
touch on the 
phase that 
October 1954 


state 


fundamentals connected 


like to 


are basic 
each I 
clerical 

affect all In the 
(OFFICE, 


would 
operations, the one 
will 
issue of TH tnere is a 
from the 


the elfecet that in 


ment Department ot Labor to 


April 1954 


’ t 


nearly §& 
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Cuts your 
nailing costs 


Lethe ! 


5 


3) it never 


ag tires. 


it never 
' eames 


The dry, steel fingers of the Inserting and Mailing 
Machine always are nimble and spotless. This Ma- 
chine never suffers from 4 o’clock fatigue. It per- 
forms seven labor-saving operations in snappy 
sequence, never a snafu. Three or four so-called 
“mailing” machines wouldn’t combine its magical 
multiple operations. Press the button and in 10 
hours you can get out 50,000 mailings, 6 inserts 
each, for example. The Inserting and Mailing 
Machine does the work of 12 to 20 clerks and gets 
the mail out 20 times faster. 


See a Test Run of one of your own mailings. Write for 
the facts and Newest Methods in Mailing Procedure. 


INSERTING & MAILING MACHINE COMPANY, 


The INSERTING & MAILING MACHINE 


Connecticut Mutua! Life 
Insurance Company 


Writes: “Over a million 
collection items a year, 
are quickly and efficient- 
ly inserted, jobs which 
formerly took a battery 
of clerks to perform, sav- 
ing us a great deal of 
time and money.” 


PHILLIPSBURG, NEW JERSEY 


*COUPONe® 


INSERTING AND MAILING MACHINE CO., Dept. 0-1-55 


PHILLIPSBURG, NEW rr 
We would like ; {nalysis « [ Send 


wu 


Individucl 


Address 
City 


z 
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GATHERS ENCLOSURES —isgaTS INTO ENVELOPE SEALS ENVELOPE 
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PRINTS POSTAGE INDICIA 


. State.. 
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EXTENSIVI cle 


my iil 


the art and 


velopment ol 
1 othe 


Var I] 


pene 


World \ 


manage 


ment sine makes it 
an easy task to prophe future trends 
Ir priel, we will continue to develop the 


activities we are presently engaged tn, 
put more intensively and at an in 
creased tempo 

Certainly, de velopments in olhee ma 
chinery, particularly in electronies, will 


play an increasingly important part in 


the lite of othee managers The unpli 
cations will be widespread, having a 
hearing not only upon stepped-up pro 
duction, but upon organization struc 


ture, job training and employee moral 

Increased emphasis will be placed on 
organization studies to determine what 
is the ideal organization structure, what 
changes must be made to attain it, time 


allowance, availability 
the 


selection oO 


ol quali fie d pel 


mat mayor and minor 


and 


sonnel to 
divisions, 


We 


W ith 


f understudies 


should make perhaps 


the 
ith HWnproy ny 


Proyress, 


stance ot the psychologist, 


iss! 


our technique ot seleeting 
supervisors In the 


the tradit 


olhce main, we are 


still following ional procedure 
j 


of emphasizing length ol 


SeTV ICE 
the 


detect pote ntial 


understanding ol ob. 


how to 


ten hn al 
W hen we 
leadership 


learn 
lor 


qualities in candidates 


solved one ot 


office ad 


promotion, we will have 


the most difficult problems in 


ministratior 


I heheve emphasis i the field of 
supervisory and executive training will 
he away trom the formal plans, in Tavor 
ol creating a business atmosphere which 


will permit and encourage the ambitious 


and gifted workers to train themselves 


94 


Some Future Trends 
In Office Management 


Managing Director, Life Office Management Assn. 





FRANK L. ROWLAND 


New York. 





| have grave doubts that we train 


t skills 


Can 
Manayvemet! People de 


observing thie 


_ ny 


‘ xp rts 


eonstant practices (Jpportuni 


ies tor both must be allorded 


To an increasing degree, our manage 
ments will become aware of the wisdom 
of providing adequate staff facilities to 
help promote more ellective office ad 
ministration | refer to research talent 
and technicians to advise and assist 


operating 
The 


will 


supe rvisors 


position ol thie on methods 


mat hecome that of the ofhee en 


gineer, comparable to the industrial en 


vineer in the factory. Large offices will 


have office engineering departments 
| 


responsible tor selection and adaptation 


of machinery to production, scheduling 


of work, and conducting research | 
hope our universities will envision this 
trend and offer appropriate courses tor 
the men whe will be needed 

I believe we will re-examine the sup 
posed eost advantages of highly spe 
elalized repetitive tasks to determine 
more accurately the point of diminish 
ing returns. We may find that job en 


largement, an antidote to the deadening 


monotony ol simple repetitive work, 
will pay off in lower unit cost 
Production standards tor incentive 
pay will he restricted to those iobs ot 
a highly repetitive nature The principle 
of group work measurement will be 


adopted for the balance ot the organiza 
tion 
Increased emphasis will be placed on 
motivation of the office supervisor and 
more equitable evaluation of his per 
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= 4K. LASSER'S -=- 


~ YOUR 
INCOME 
TAX 






FREE! 


with either 
National Record Keeping Book 
... this famous Tax Guide 





co eanemn eae © ae COTO Regular 1 QA 
Price e 


Be Prepared for — 


New Tax lows ee 


For the first time in 20 years, 
radical changes have been made 
in the federal income tax laws. 
Payroll and tax record books 


“good enough” formerly won’ 
good nough”’ formerly won’t = aa deme mare 
this year. With these books, Na- BUSINESS ri hee inattention. 





















tional Blank Book Company has NO. 34-252 LASSER INDIVIOUAL 
the up-to-date record keeping an- sstguntiraden taaads INCOME AND TAX RECORD 
swers for you. Phone your Na- For business executives, pro 
¥ 2 . A complete bookkeeping sys fessional people and others “ 
tional Stationer or send coupon tem for one year's tax records complete tax record of trans 
below 9 detachable Summary Forms actions (dividends, rents, inter 
16 Eye-Ease leaves 9% ’ est royalties contributions 
See Your National Dealer or 11 lumbler concealed et Eye-Ease paper, brown 
‘ : binding. Attractive gray stiff and green rulings, Detachable 
Mail This Coupon Today! covers with red ends. Price only Summary Sheets for tax filing 
$5.96 includes FREE copy of “Your Gray atiff covers. red covers 
Income ‘Tax Price only $4.96 includes FREE copy 
of “Your Income Tax 
) eee mee ee ee ee ee a ae 
NATIONAL BLANK BOOK COMPANY i 
i HOLYOKE, MASSACHUSETTS Dept. OF-1 i 
1 Ple - anton 1 
| plus FREE « i 
! » PRE scome Ta — i 
| My Income Tax Proof Kit cop ] 
& NO. 86-475 i I will pay postman, plus C.O.D. charge 1 
igs “MY INCOME TAX PROOF KIT” i i 
Name 
For everyone filing a tax return this sensational new r please print 1 
kit contains 12 separate envelopes for organized filing of i Address r 
all income and expense tax vouchers, and padded cast 
‘ i Ca Zone State 1 
voucher slips. FPeautiful padded blue binding, gold SAVE POSTAGE AND C.0.D, CHARGES by enclosing payment with 
stamped. Lock booster 3-ring 1 looseleaf construction 1 thus coupon ! 
Makes an excellent gift item, also. Price only $8.00. i oy ae a oe I 
teases we ee eee eee eee eewwad 
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How XEROGRAPHY ~~~ 


cuts duplicating costs $30,000 a year 
for TWA Trans World Airlines 


© EUROPE © AFRICA @ ASIA 





SPEEDS ¢ 1. Financial REPORTS AND CHARTS TO MANAGEMENT 
2. SERVICE AND MAINTENANCE MANUAL REVISIONS 
3. PRODUCTION OF FORMS AND ILLUSTRATIVE TRAINING MATERIAL 


Convinced that xero raphy offered a new and better way to get paperwork done 
cheaper, laster am with photographic accuracy IWA installed XeroX% 
copying equipment to prepare offset paper masters for duplicating. Result 
TWA’s annual papers ork eX Penses trimmed by § ' 

Anything writte! t ped drawn or pi nted can be reproduced t} pl oto- 
graphic accuracy in about 3 minutes by xerography ont in offset paper master 
These masters are wu ed to run off mu ple copie on al olfset duplicator 
“ete scan be made from one or both sides of original iterial, by xerography, 
in enlarged, reduced or same size 


Write for proof of performance folders showing how companies of all kinds, 
large and small, are cutting costs and speeding paperwork with xerography. 


THE HALOID COMPANY 
55-13X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


The fastest, cheapest, most versatile way to make masters for duplicating 
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formance i! 


(rive ol the most 


relatior fo Costs 


task 


challenging 


which contronts the office manager to 
dav and in thie tuture is to relate wares 
to productio! rather than time spent ol 
the ob (Our wage pohey in the ones 


has been based traditionally upon hours 


ot work with the assumption, which we 


know is not true, that this unit uni 
formally reflects production To be 
sure, some recognition is given to pro 


duction in merit rating, but the worker 


has not been convinced that he or she 


will be compensated in accordance with 
performance Work measurement and 
standards ot pertormance are the tools 


I 
( stablishing an 


distribution of the 


available for equitable 


salary fund 


All Out War Declared 
On Internal Bank Fraud 


ROBERT H. SHEPLER 


President, National Assn. of Bank Auditors & Comptrollers. 
Vice President and Cashier, Denver National Bank. 


Hk EXPRESSION “all out 
was created during the days of 
World War I]. What if 


hroade! aspect was that all the taeliti 


meant in a 


ol industry, government and the re 


sOuTCEeS ol This eountry, were 14) hy 
pledged and devoted to the war ffort 


Noth neg 


ore? ls¢ 


and the deteat of the 


was to he «ae 


enemys 


4 ] 
voted to any 


Whv? Because a great emergeney had 
arisen which threatened our very exist 
ence, 

Today, within the busines vorid, at 
emergence, nas arisen whieh could 
threaten its existenes This s the i! 
ternal fraud. The number of individual 
eases has steadily risen until, at least 


n the banl industry, it ha hHecome 


aomatter of grave concert oo all thin 


ing ind) duals and 


jndustry 
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There will he de veloped 
appraisal of supe 
visors and department and them 


their relative 


equitable 
stundards for the 
heads 
compensation will reflect 
perlormance, 
Increased attention will be given to 
clerical 


will be de 


training in last 
| 


ana 


reading tor 


workers adequate tests 


vised which will enable us to sereen out 


applicants with substandard reading 
ability 


will organize tor the 


More industries 
development of institutional educational 
lines of the 
ing done by publie utilities, 
in the business As 
lor the development ol 


courses along the work be 


banks and 
Insurance a medium 
personnel, these 
have 


Course proven most elleetive 





Bank Auditor 


\ss! ol 


was firmly 


& Comptrollers 
established at its 


in 1924. This 


COTICE prion 


purpose, in brief, was 


that the msociatior should dedicate its 
every facility to one main ohiective 

safer banks. Through the years of it 
existence, this dedication of tfaerlitie 


has never waivered. Leader atter leader 


ha kept betore him the everpresent 
ob yective safer bat it 1 not mv it 

tention to lose sight of thi objective, 
but to stre ever effort toward its 
ihievement 


Mo t hanl employes 


honest, but sometime trange and wu 
accountable influences affect thei ! 
tevTITy When thil occu! here of there 

rougvghout the country, it may appeal 


ws a seemingly unimportant event of a 
ttl or! mall perso! de Ilo ever, ah 
repetition it is magnified and it be 
g 
a 











Internal Auditors’ Target 
Is Maximum Profits 


HENRY B. DAVIDSON 


President, Institute of Internal Auditors. 
Auditor, American Trust Co., San Francisco. 





T THIS TIME. The Institute ol Ir recert ears, the concepts or in 


Internal Auditor keeping it ternal auditing have undergone a sub 
sights trained on “Internal Audit stantial change There was a time when 
ing For Profit,” our theme for the cur this activity was restricted to account 
rent year We use the word “profit” in ing and financial matters and, within 
broad sense to meat benefit, advances these areas, the auditor spent his entire 
ment and improvement, a well as the time verifying data and satistying him 
excess of returns over expenditures sell! that authomzed methods and pro 
Phe pront motive ha alwavs bee! eedures were being tollowed In those 
accepted as a has principle ! oul days, his thougnts were largely concer 
dynamic, competitive economy W hile trated on the detection of fraud and 
if is not the only motive to inspire bus erro! Gradually the auditor’s sphere 
nessmen to great accomplishment, it is of movement has widened, so that today 
the most powertul and significant of all many auditors also review and appraise 
meentives Many outstanding business thie administrative controls found in 
leaders have frankly stated that the every department of the business These 
primary motive of business fo make a controls includ the organizational 
profit Since total bu rie uCCeSS IS structure, the procedures and methods, 
chiefly measured bh profits. and sinee the records and reports, and the stand 
the reward earned tb ndividuals ars ards of pertormanes The auditor as 
usuall dependent on profitable opera sures himself that the eontrols are fune 
tions, if is no wonder that management tioning as planned and then, appraises 
iS constantlh earching tor wavs and them tor adequacy and ethesmeney Asset 
means ot (1 increasing the sales of accountability and protection have al 
roods and ervices that vield ao satis wal heen of great concern to the audi 
lactory profit, and (2 reducing costs, tor Now, n addition, he also vitally 
expenses and losse It n this second interested n the economical utilization 
area that svstems men, accountants and of those assets. There is no doubt that 
auditors have the greatest opportunity this broadened seope and additional re 
to be of as tance by always heme ol ponsibilitv has made t possible tor the 
the alert for dea that mav result ny interna auditor to contribute more to 
more emheient operations It is a self the profits of the business than ever be 
evident truth that ethereneyv does rene tore 
rate profits The internal auditor is able to take a 
The Institute of Internal Auditors larger part in the drive to inerease 
has published a statement outlining the profits by broadening his knowledge of 
responsibilities of the internal anditor all business functions and by improving 
In this statement, it pointed out that his auditing fechniques Hye keeps at 
the overall objective of internal andit tuned to technological progress in his 
ng IS to help management achieve the fie ld, and he has oreatel fle pmiuitv to ad 
most eficrent administration of opera just to changing conditior \lthough he 
tions , t 
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MONGOL is “part of the product in 


preferred pencil of America-on-the 


| 


verifies the bank teller’s balanes Mi 


Mongol was the first well-known brand of 


Mi 


ngol 


ngol record 


p write 


the test pile 


the bi 


ind today’s Mongol is the smoothe t-writing blackest writing 


S000 


you can buy. It’s one of more than 
people rely on for fine writing n 


EVERY pe neil you buy! 
Trademarks Reg. U.S. Pat. Off 


' 
ite 


rials 


elm 


longe t 


products made by Eb rk 
Look for that name 


Part of 


your 


t 
re 


if 


yellow pencil It s America’s stand 


ird | 


Ebert 


product... 


’ 
IStry 


actions. Me 


peecl 


lard of qi 


N¢ ring ff 
ber, the 


ird I iber 


tI 





ngo 


lit 
Mailty 
vencil 


name 


on 


EBERHARD PABER 


puts 
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Office Teamwork Lowers 
Costs; Increases Profits 


PAUL E. HENSEL 


President, American Society for Personne] Administration. 
Vice President—Personnel, Central Soya Co., Fort Wayne, Ind. 





T IS THE YEAR 1955 and we ast Of them a partner in all phase it vou 
You te oll is il ccepiing : ehatl husiness operation B this node 
er ‘ ‘ thy ; thiect 4 I method your ofthe people nare i re 

pore 4 ( customer emp 4 po sit) 1 ] 1 SUCe or tailure ¢ 
relat ' py! ' ‘ ? vou! Pyulsiiie ~ Hecnuse if Hecome YY 
ourse é Believe t ra thie portant to them and their loved ones 
orl ! \r erie Oldie! Those bullet Your custome! I atior nip provral 
pierces te ‘ i i! ote cl must oller t ( Ho CM plover methine 
r I ork, I ve, 1] orth workit | fighting for—some 
f t te { the hole itcome ol thing that ll make each of them wa 
It oerve ‘ our 4 | tave ; dising t! il Ootiie t¢ ( t 
! t ! ‘ en me competitive fiel 
oul e emmy o the tal uw Let’s be honest about You 
portance ertect§ ¢ fore relatiolr petitors have lan red ! l 
nip ’ ) t il aut ll Ameri mde! thie res ( terprise 
| ! ( ie ! r —Vster e ¢ ( ? ! clan re 
our « Ce! t r stockholder i? competitor hye dest 
uy ‘ ! ere! ‘ hope r competiti f f ‘ 
ement Y ost ip to ‘ ( equent ry eS D 
teou ! ( ! rie t ! ene emp ( 
, ’ ‘ bel r ( ( ! } 
petter ere ! el ‘ t tre el ‘ ‘ >? ret 
i ‘ rece ! ist Ti! ‘ 1) ‘ | ( le Ké ce 
ré ira ‘ react pa ple hiv ( } Tu ine } protital ‘ 
( ol iD } t pport Tiles Paul ! ( ( le ! The 
| Teal ‘ ! ! ress ‘ l thiiZi Owe! l! ( 1 ad re ~{ ‘ 
t Volume This sa real challer we te 
You cannot place to much stress and ane ene} evel emplovesr ( our 
creeriuilie ip pe ! ury t ene! em pavro 
plovee to give his best t each custome! How Pest ¢ ! Vou linypl e the talents 
lal compete 1 To! ~4 4 nad oO , ” ce emple ees and the service 
quality Phis can be done most eas to ( ‘ omers ? Henr Ware 
by showing each office employee the Beecher said, “There is not a person we 

" 

Vi uabl opportunities ‘ ereased emplo hiy do no likes ULrse eX 
security whi will come to him as just desire recognitio and praise I" ne 
rewards! You must satist' your em each emplovee te Th ppre te hin 
plovees needs bor rT O r your hips r} } l¢ If } ness te 
mien nal ! Té rr Pn ‘ 
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IMPRESSIVE FOR IMPRESSIONS 


What more do you want in a du- 
plicating paper than trouble free 
performance and clear sharp im- 
pressions? 

And what less should you put 
up with? The answers — nothing 


less! If 


more, nothing you get 
smudgy, wrinkled or indistinct 


copy, here’s the right answer. Try 
Eastern papers because they are 
especially designed for office du- 
plicating machine work. The spe- 
cial surfacing and sizing for each 
process — the scientifically con- 
trolled moisture content and the 


precision trimmed edges assure 
¢ lean copy, Lf lear « Opy every time. 

For improved impressions and 
faster-running performance try 
one of these Eastern office papers. 

Atlantic Bond, Atlantic Du- 
plicator, Atlantic Mimeo Bond, 
Atlantic Opaque, Manifest Bond, 
Manifest Mimeo Bond, Manifest 
Duplicator. 

For sample sheets or packets 
ask your local Eastern paper mer- 
chant or write Eastern Corpora- 
tion, Bangor, Maine. 





Tut 


sd 
ATLANTIC 


BOND 


pasttan 


Us\WlMs- PAPER EK 


MADE BY EASTERN CORPORATION - BANGOR, MAINE 
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Manufacturers Aim to Cut 
Costs and Simplify Jobs 


SHELDON F. HALL 


President, Office Equipment Manutacturers Institute. 
Vice President and Secretary, Burroughs Corp.., Detroit. 
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This is the Dictabelt record 


4 







secret of the one dictating machine known and 
used the world around: the Dictaphone TIME-MASTER 


picTAPHOME @OICTARELT Twit LOGE Gut Ke 





filable . . 


post card Size... 
—ieaeecaial : 


UZMO sy Gy 
Peo! 
oe oe 





Mail tne Coupon to learn how the : Se es a ae 2560 « 2 Oa Se OS Bae Sw Oe Ss 6 OT SE SO Oe eG Oe 
Dictabelt record can help you ° DICTAPHONE CORPORATION, Dept. 115, 
’ 420 Lexington Ave., Ne York | N.Y 
F . [1 Send me free a Dictahelt and } klet. Success 
--double your capacity to get things poe 
o ; a pee ae ne * O Contact me to arrange a TIME-MASTEI 
gone. . chine trial 
NAME 
STREERI 
CITY & ZONE 1ATI 





DICTAPHONE | corrorarion 
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YOU OWE IT TO YOUR BUSINESS 
(fo 


to LOOK AT the MARCHANT 7/IGUREMATIC 


EASY TO USE 

EASY TO OWN 

EASY ON YOUR TIME 
Any way you figure—IT’S MARCHANT! 


Your business, your office — whatever its size — can turn time into money 


with this new MARCHANT 


@ The Figurematic is so simple to run that anyone in your office can use 
it swiftly and efficiently. Costly hours spent figuring by old-fashioned 
methods will change to extra hours of profitable, productive effort 


@ Now, through our “pay-as-it-saves” plan you can own this moderate 
priced MARCHANT Figurematic for less than the regular rental rate 


@ Call the local MARCHANT MAN for a test run on your own work 
You'll find that a Figurematic saves so much time that you can’t afford 


to do without one 


MARCHAN 


AMER 


Find out how a MARCHANT calculator will help cut your figurework 
costs and lighten your figuring burden. Mail this coupon with your 
business letterhead for free 

Index to Modern Figuring by Marchant Methods 


Descriptive Literature on Marchant Calculators 
COUL ry 0-1 
MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORN.« 
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Equipment Exhibitions 
Have Aided British Trade 


HON. G. C. H. CHUBB 


President, Office Appliance & Business Equipment Trades Assn. 
of Great Britain and Northern Ireland. 


Deputy Chairman and Managing Director, 
Chubb & Son's Lock & Safe Co., Ltd., London. 


T A TIM K, not so long ago, | ! \t 
new customers were almost an outstripped 
barrassment to practically every noth arn 
firm in mV association, tor shortage of where 
materials made it hard enough to keep Sneed 
taith with old and regular customers, nearly 
the query was sometimes raised, “Why other reg 
vou run so many. exhibitions?” held. LT thi 
Briefly om reply Was at thev kept exhibitors 


mertore the ey commercial world 


SCTVICeS Aan POOUS heine made fol 
ir ultimate benefit. and also. the 


measure of progress and enterprise of 
members, In other words, 
have been deseribed as p: 
POLE ol prestige advert equipme 
| 


publhe relations. 
Wi appreciated, Or course, thi port record 


existing circumstances were e result and = that 
of a evanetyv ot economic tactors: seems nearly : aintyv that both 


{ to latest rece iti ! hroken 


greatly increased postwar demand 
fill defierencies as a result of the war, possibly by a larg margin thi 


{ nt oy 


-hortages of materials, need tor divert some Vears | it does po 
high percentage of all production emphatically to tho earlier exhibition 
export markets, and so ot We be as having been v worth while 
that our potential customers too early, as vet, to analyze tl 
realized this, too, and still wanted to sec hgures of the industry, but suel 
vhat we were making Attendances available ar worth giving i 
proved they did Today, howe a ail IV do they appear 
| “ 


trading pattern has changed 


necessity tor direct selling by 
means. both in th 
abroad. has aTT IVE 
ink in 1954 we bheea 
trom our earher toresight. 
Apart from an ex S1VE 
British Industries Fair, my 
held three exhibitions: a major one 
Manchester I! September and twe 
regional ones, one in Leeds in Febru 


anotner in Edinburgh n Ocete i “ . tout 
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lard and 
month, 
£500,000, 


' 
C1 400 0000 mor 
Cother 


LOY6HO00 


there 


Business Administrator's 
Functions Are Invaluable 


D. C. REIJGWART 


President, Administrative Organization Div. 
Netherlands Institute of Management. 
Executive Manager, Municipal Power, 

Gas & Water Works, Amsterdam, Holland 


INCI TIT PHIRTIES, The aking TI x ans I x perrences, 


| ; 


‘ ‘ method oO il 


Netherland “ase , ra " a) wa cle 
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"When Nothing But the Best Will Do” 


Maso’s steel chair suites 
— offer a beautiful New High 
in Seating Luxury! ~— 


Tr 


Yet Maso’s 3 Complete Matching Chair Suites Out-feature B 
Others Costing Far More—Fit Every Office Need and Budget! 


& oe & , fa 

LB-l US notin tin? 4 Maso’ 
All of us at Maso thank you ing bring office management the chairs of the future 
for your past patronage and today —combine a bonus of practical m« 
wish you a very Successful 
and Happy New Year. 


s ‘‘years ahead” design and advanced engineer 


chanical ! 
tures with seating beauty to please the most dis 
criminating tastes. Look into the output-stretching 
Sincerely, advantages of the newest “latest word’’ in busines 
seating. AND REMEMBER: Maso also offers the 
Jack W. Murray most complete line of typewriter and business machine 


stands accorded the highest quality reputation in the 
onn fF. burke 1 J 


office equipment industry 


RB BE 11 Costs You Less to Equip with the Best!” 


Maso Qe ee ae ee 


53 W. Jackson Bivd., Chicago 4, Illinois 





Recent Developments 
in British Offices 


HARRY WARD 


Secretary, Industrial Management Research Assn., 
London, England 
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adds auto-multiplier! 


There is nothing quite like the new electric Odhner 

this speedy, easy-to-operate 10-key adding machine 
now offers a revolutionary auto-multiplier and 
optional stepover feature! Odhner’s auto-multiplier 

the 9 small keys at the right of the keyboard — is 
designed so the top depressed key activates the 
multiplying cycle. Now Odhner gives you the 
advantages of efficient and simple automatic 
multiplication — at savings up to $200! New Odhner 
retails at only $399.50. Available now in the U.S.A. 


You can count on FACIT INC. 
500 Fifth Ave., New York 36, N. Y. 


Adding Machines 114 Sansome St., San Francisco, Calif. 
















A report 
on the economies 
achieved by the 


) 
Stenalax 


HEADQUARTERS 
U.S. AIR FORCE 


Over 23,000 man hours saved in 
the last six months by use of Stenafax 


Over $28,000 investment return 
in one year period 


40% to 500% increased efficiency 


obtained in mimeograph reproductions 
i: DIVISION OF TIMES FACSIMILE CORPORATION 
»€: W. 58th St., NewYork 19, N.Y. 1523 L Street, N.W., Washington 5, D.C. 
Hotel Biltmore Arcade, 43rd St. and Madison Ave., New York 17, N.Y 


THE ELECTRONIC OFFICE MACHINE FOR MAKING 
MIMEOGRAPH STENCILS, OFFSET MASTERS AND 
PERMANENT DIRECT POSITIVE SINGLE COPIES 
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Many New Developments 
In Forms During 1954 


W. N. RYAN 


President, Business Forms Institute. 
President, American Register Co., Boston 


HE YEAR 1954 saw 


tions and developments in the 


many mhova 
busi 
field itself, and in eo 
junction with equipment manufacturers 
No attempt will be these 


in their order of importance 


ness torms 


+ 


made to list 


One of the new 
NCR 
special 
itself 
pape! 


developments was 


Paper, no carbon required. \ 


chemical coating on the pape! 


eliminates the need tor carbon 


the reverse side of the paper than to the 


face. Normal pressure on the top shee 


automatically reproduces data on sub 
either 
Laboratory 
date that it has 
erasure-proot and = per 
manent. It is of 


sheets, handwritten or 


typewritten 


sequent 
tests on this 


have shown to 


long wear, Is 


course in its Infaney 


but is opening up new fields tor busi 


ness Torms 
New 


electromie machines have been 


developed by equipment companies. The 
new IBM 702 Electronic Data 
ing Machine was 
scope to the 


Process 
introduced via kine 
forms industry on June 4 
at a special meeting at the IBM. plant 
Remington Rand, { nderwood, Bur 
roughs, and others are all 
labor-saving and 


working 0 
time-saving machine 
All manutacturers of 


whether 


business torms, 
salesbooks, unit sets, Snapouts 
or continuous torms, are 
products, 
biggest growth has been in conjunetior 
with the 


producing new 


and improved Perhaps, the 


tabulating field 
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A different coating is applied to 


Wi neal 
mation whieh, 
of more maet 
business torms 
thing about that 
plants, to reduce 
can pass the savi 
tomers in decreased 


Then The 


striving to improve the 


product 
produce 
methods so that the ultimate 
will receive a product t 
nis Waste motiot 
twin objective is 


dous 


Increase 
ability ot bus 
In ten veal 


phenomenal 
Kleetror ‘ 
Ing equipment ha 


the business Porm 


are keeping pace 
The use of hig peed 
presses and collating equipment 
husine forms nat 


them to better el \met 


I 
appro 


panies, represet! til 


associatiol ol 


the industry hie 
stantly 
technical 


ol ke rie 


working W 


lnprovement 


terial 

















Pr iS GENERALLY accepted that 
the introduction of electronic compu 
tors and equipment has n effect 


heralded “aH new concept Tl accounting 


and tatistical procedure The mmense 


peed with which computors 


peritorm 


unbelievable teat Ol computation, sort 
ing and elassifying, invites speculation 


as to how the extent this medium affects 
progress Its fle 


adaptation to 


commercial Kibility 


permits almost any 


The 


alone 


record-keeping funetion. 
ities of file 


opportunitie tor 


possibil 
maintenance 
conside rable 

The tantastie 


reports ane 


ope ns 
savings 
to management 


which 


speed 
data can be 
this 


Mmanaye 


with 


| 
developed and produc ed through 


medium ean effect savings to 
ment mn required personnel, equipment, 
and above all in providing quickly the 


needed bor decision 


vital intormation 


making 


The manulacturer ol electronic¢ 
equipment have made much progress in 


Mar 


produced ol nre ke 


the past year companies have 


veloping electronic 
equipment Just to mention a few of 
the developments in this field, and = it 
must be understood that in some case 
mentioned are as 

production: I.B.M. ha ts 
(‘PC, 650, the 701 and 702 
Machines; Remington 
109 Univae and ERA-1103; 
Monrobot: Burroughs, its 
Printer; National Casl 
Codac; Underwood, its 
and 125: Ravtheon, its 
Raycom; RC a Its 
dated Ey 


there are 


the units vet not 
604, 607, 
Data Pro 
Rand, its 
Mor roe, its 
high speed 
Register, its 102 
Kleeom 100, 120 


cessing 


Ravdae and 
Bizmas - ( onso 
Klectro-Data, 


requirements § de 


ginering’s 


orners \s 
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Electronic Processors in 
The Insurance Industry 


President, Insurance Accounting & Statistical Assn. 
North American Accident Insurance Co., Chicago. 





A. J. SCHNESE 





elop, na de 
are being pursued by 


Already 


units 


ancements n equipment 


sign and capacit 
lanulacturers improvements 


in some oT the mentioned above 


are being developed or are now in the 
process ol production. 
The development of practical ap 


plications is paramount Kvery poten 


tial user must exercise due diligence 


| 


and be alert to the vast 


Many 


ized committees and have assigned key 


possibilities 


involved companies have organ 


men to study and analyz the possibil 


ities of applying their 
Caretul 
and the 


each tunction must be 


procedures to 
electronics programming 1s 1m 


portant feasibility of applying 
considered ror its 
electronic 
this 


when considering 


adaptability in the 
Naturally, the cost ot 


program. 
type ol 
equipment is a Tactor 
Most 
problem 


small electronic 


installation have ap 
proache d the 


stalling 


companies 
logically by in 
units aS a 


starter, and will progress toward 


studied expansion when it is justified. 


Insurances COMmMpanies have been and 


nre FONSCLIOUS OT t hye extensive 
this type ol high 
? 


equipment offers. The maintenance of 


possible 


advantages speed 


voluminous acres of files, and the moun 


tains ot papers processed to achieve 


and produce the vital information and 
data required to satisty statutory de 


partments and obtain the 


statistics and results for 


nece ssary 
success] ul op 
pote ntial 

Briefly, 


’ 
eration, make = them prime 


users ot eleetronu equipment 


here are some ot the programs devel 


oped in the insurance industry 


1. Preparation of premium notices 


ntinued on f 
January, 1955 
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America does business on 





ORG. 


PRE-TESTED BUSINESS PAPERS 





When appearance and performance are of topmost importan¢ e, 

think first of Nekoosa when specifying papers for office use. 
Nekoosa Business Papers are made specially for today’s high-speed 
printing presses and office equipment. All carry the famous Nekoosa 
watermark ... your assurance that these papers have been pre-tested 
at our mills for appearance, performance, strength and finish. 

Your printer can supply Nekoosa Business Papers; also available, 

in standard sizes, at your office supply or stationery store. 


NEKOOSA-EDWARDS PAPER CO., PORT EDWARDS, WISCONSIN 
Fe 
‘ate i parys 0 plan with your prinkin 
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NI () Pitt Ol TSTANDING l am certain th enc} nd every one 
probles ce manage! Ol us will admit that, unless we have 
te ( ‘ ‘ nd hie made recent and continuing studies. our 
electror eoan actu part present routines include mays things 
} ce operaty 1) riv r pp ~1 that probably Hre neo longer needed 
‘ mont | ‘ he py eve ol II mination Of these LHNeCeSSATY opera 
nearing evel itst ding ithoritiu hiotis l} result simplifying the work 
‘ 1} ‘ evelopmne our bu re ‘ nstructing the new equipment This 
orld It y bye hese contact elimination i result limediate say 
} F ner ‘ sie nstead oft Invys ever ! tis later round that yvour 
enlighter ! bu or that it 1s ork s not adaptable to this new de 
orth t} ! advice te those re velopment it olhies operations Pine 
ponsibl e ¢ ent operation of ij may take many months of prepara 
our offies tion before it can be used, you ean take 
‘Put ve ( rdey Make cer advantage of that part of your savings 
{ that r present office and other that will result, even with vour present 
erik routine rs he pest possible equipment 
rde! nd the ( der how and if ft course it must he kept im mind 
these routine re he one that lend that your study and simplification of 
themsel ve the me electronie equip present procedures and methods alwavs 
ment must be done with the thought that they 
I} rie quipment lrequently re may be adapted to electronic procedures 
erred te ibsolute moron” and and that your immeditae simplification 
must be ructed how function is a temporary measure only, to be 
nh eaecl 1 evel Minute detail of af reviewed again when the ne equipment 
operat Phese deta ist be out available Naturally the larger com 
lined to the machine propel! tis te precmine probably will be the first to make 
ere lit It n" i! ( fand yr that use Of This neweomer to offices lite, hut 
nm the etu oO} Hh ¢ ! routine f not too diheult to imagine the de 
to electromie equipmet thie rovran velopment of electronic service center 
mil el ce ed dt e Cor that will perform the same services for 
lining operate Pherefore tM ! er organizations 
hoove j th enn ‘ per ‘ So whether your offies Ss large of1 
hat re ot actua need smal whether you do or do not eventu 
1} equipme! erate f ! i ily transter some of vour clerical and 
hehevable ree f he provran olhce work to electronic equipme) you 
' iit ‘ ! hou nas will benefit by a detailed study of vou! 
of error nstead ‘ It must he present routines As i progressive 
remembered 1 ! rie ! re re not member of our prolession, vou must 
ible to think 5 1 ‘ tl mader KeCD hnilormed a to the progress of 
tand that the eli 1 reas elecetronies ind be readyv to make ise of 
! get ( ( tf aceordy y to yvour needs 
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Simplify Your Routines to 
Prepare for Electronics 


RALPH G. SINN 


President, National Office Management Assn. 
Director of Procedures and Methods. Detroit Edison Co. 























Fastest. This is the Olivetti “Electro 
summa Duplex’ Adding Machine, the 
fastest desk model adding-listing ma 
chine made. It not only has very great 
speed and fast rotary printing, it also has 
two registers; these can operate simul 
taneously for combined operations, for 
greater accuracy and still greater speed. 
One register can be (sub-) totaled, and 
the resulting figure simultaneously trans 
ferred to the other register, permitting 
grand totals to accumulate, eliminating 
re-entries. Adds, subtracts with auto 
matic credit balance, semi-automatically 
multiplies and divides. Capacity 99,999, 
999,999.99. Available early in 1955 
Olivetti also makes other work-saving 
business machines, including the Olivetti 
Fully Automatic Printing Calculator, 
the Olivetti Automatic Carriage Print 
ing Calculator, and the Olivetti 
“Electrosumma 14° Adding Machine 
Have you investigated these machines? 
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et iapesiinacrmmaaiaa cnieh eecicaaliniaaiiaraaa ait 
! | 
| OxnivertTi CORPORATION OF AMERICA | 
| Dept CE, 580 Fifth Avenue | 
New York 36, New York 
I Gentlemen: I'd like to know more l 
| about the following Olivetti machines | 
| which I have checked: Duplex Add | 
| ing Machine . Printing Caleula { 
tor P Automat e Carr ipe Pr nting 
§ — Calcullator(_), Adding Machin | 
| Without obligatir y ine nat Vil | 
ple ase let me have this information 
iS SOON 4S possil le 7 
| Nar | 
1 Tith | 
De Giicanias | 
| | 
= | 
| ( ity eeeces state | 
ee 











HA’ 
lactor 


We asked 


IS THE most Important cost 


) 





in office management today 


ourselves that question 


vhen we were looking tor an appro 
priat« Theme lor oul 1954 Montreal 
Chapter NOMA Business Show, the 
largest of its kind held in Canada. The 
committee had agreed that we should 
first determine this ital factor con 
fronting office management betore mak 
hiv i de al Wi re iewed and cle 
hated and consultes others, about all 
thie mntricacs Ol ollie methods and 
procedures and nna agreed that 
“time” the most tnportant cost Taetor 
j ollie 7 ! ement toda 

In essence, we concluded that ere 
ne comple if ol oes Worth ore 

4 rf and a d MminIshing worl Weert 
combine ice pvram ad thie number ol 
orkel i vell a nour cost ‘Today 
more tha er betore olfice manag 
ment ecking Wa to meet increased 
ork requirement nm oie time and at 
lowe! Cost Ts burthnel de velop This 
theme made a tairly extensive 
estigation of the othe worker fuation 
n the city of Montre The figures at 

ed at do not ecessarnily represe! 
nationa or internationa eravges, but 
thie do tN) ntiate our ¢ Ceo theme 

lar as metropotit Montre eo! 
eoTrned 

Wi found that the offies arv hb 

n greater Montreal amounts to aon 
lion dollars per working day (dry the 
basis ol al e-da vee} 1! represent 
five m ol do ! per Vee} or! ap 
proximate $2650 000 000 Del veal 
Phas ‘ { rs ado ! le ove tire 
peu or exe 1 or ineratior 

It 1 pore lable hat 1 ne hig 


Today's Most Important 
Cost Factor Is “Time” 


RALPH G. STIRLING 


number ot 


President, Montreal Chapter, National Office Management Assn. 
Chief Accountant and Office Manager, Brandram-Henderson Ltd. 


Montreal, Canada 


tor olhee this area, and the 


steadily in 


Wages lh 


othice workers 1s 


creasing According to the Canadian 
Census of 1951, offies workers repre 
sented 180% of the total labor toree. Ten 
veal earlier ow 1941 office workers 
represented only 149 ol thie labor 
force The number or othe workers Is 


the 1 


In the ten 


Increasing more rapidly that um 


ber of workers veneral 


vears between the 1941 and 1951 census, 
the total of gaimtul emploved workers 
nereased S2O7 put the number of othe 
workel nereased 60° more that 
double The rate 


Not on! ne Theyre more 
da bu their average Vau' ~ 
tially hiwher. W< computed 


In tour 


orkers to 
sub 
salaries 
heations 
the vears 1945 1953. 


wriod the average weighted salary 
] , 


comn ob class com 
In this 
1 ttl 


lol 
ased 6004 


paring and 


rmediate nere 


average Salary tor Junior 





bookkeeper increased 679 Stenogra 
phers’ salaries increased 630 and. the 
remuneratiol ol ealeu 1 uy machine 
operators increased 67%. On a basis ot 
hourly cost urely tire meal more 
than ever hetore is nd ed b These 
nerTeases ! eerica Vac" 
!"} however ! thi ( ol 

W avr re a ( ( uy 1 j 
diminishiu humber ¢ hours worked 


1945 the 


average work week ot the office em 
ple yee ! Montreal was 41 hours. Ih 
1949 this had deers ed to 39 hours and 
mn 1953 to 3S hour \gainst a more 
than O0O°) inerease mn wages, there was 
a almost 100% decrease nm the number 
o our vorked 
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‘CO METAL LoOSE-LEAF 


THE STRONGEST—FINEST MULTIPLE 
RING METAL LOOSE-LEAF BINDING 

























Same ring spacing— 
Same ring width 
as CERLOX WIDE-BACK and 


CERLOX NARROW-BACK 
plastic binding 











Available to you and all 






GBC customers this superior, CERLOK GBC CERLOX 
true loose-leaf binding uses wee METAL waren 
same standard GBC punct oly = ao 
same Stanadaarc x , puncn- PLASTIC LEAF PLASTIC 
ing pattern produced by all BINDING BINDING BINDING 


models of GBC punching 
machines. Punched material 
may be readily interchanged 
between GBC Metal Loose- 
Leaf and plastic binding. 


















NOW you can bind all types aa” 25 
at 
f lit tur E 

of literature ; BRANCH 

wit MODERN ri asre pimpins | Ornices 





pe 
* * 





. FRE Send for your illustrated brochure —today. 
It's NEW! It’s IMPORTANT! It's FREE! 


pt &, 
e * 


4 °, Genero! Binding Corporation 
Dept. O-1, 812 West Belmont Ave. 
% Chicago 14, Illinois 


Please send me a Free copy of new brochure "Now you 
can bind all types of literature ... | understand there 
is no obligation. 









1 Pee eLTPEECLEL EP CEC TLE TLE eee 
New four-color brochure shows - 
how sensational GBC Metal , | Ee ree rT eer ee Tere ee eee Te ee 
Loose-Leaf and Cerlox plastic , 
binding are combined into one 1 6s dd LORS EMARENOREADRELDGD RESO ROO IDES 
superb, universal binding ! 
system. COM otusacen seers pt eee PO acsvexesaee 
Your copy FREE. Write today. \ 


-——e—e wee we wm we Oe Oe eee eee eee ee eee eee 
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Why Machine Accountants 
Have A National Association 


RICHARD L. IRWIN 


President, National Machine Accountants Assn. 
U. O. Colson Co., Paris, Ill. 








Oclaliolr lo! mg more and more the ever-increasing 
{ far trom be trend toward the mechanization of cleri 
ny ri one Mar time n the cal work Machine accountants are ou 
past ti aque ‘ has arisen in various the forefront of this trend and must be 
part of the eount and has beer prepared to cope with the problems 
temporal ered b the lormatior which mechanization brings. New meth 
tabulating clu Untortunately, ods and new equipment are being pre 
these rroup sua ere disbanded sented by machine and allied equipment 
iter a te mont due to lack of or manutacturers wit suct an ove! 
vyanization, | ! ny, and nabilit to whelming rapidity that it Is virtually 
ytai needed financial ipport In impossible lor one man to keep pace 
pite of the ethacl experienced by with them without aid and advice trom 
these local groups, there was still the others in the same protession. 
dream ol establishing i“ nationwide We must keep in mind that in a large 
rvanization to furnish needed services number of machine accounting installa 
to machine ecountant and their em tions the machine accountant is required 
plover Phe Nationa Machine \c to fill many positions He must be a 
countant Assi is the eulmination ol planner with a working knowledge of 
the effort f a handful of farsighted the systems and procedures employed 
men who had the courage, determina not only in his own department’ but in 
tion and ab I to convert their dreams almost every other department in his 
to fact firm He must be an executor with the 
Now to the question of, “Why?” ability to put into action with ease and 
Basically speaking, each and every one accuracy those operations he is en 
ol ou terested ! improving oul deavoring to mechaniz The machine 
lve We are concerned with getting accountant, while performing these first 
head fe so that we may eventually two tunctions, also must remember that 
realize the attainment ot all the things his management holds him responsible 
hich e desire. In considering how we for the whole function. Finally, the ma 
can best accomplish these things, all of chine accountant must encompass all of 
us in time come to the realization that these things with a complete knowledge 
one of the best way to exchange ot his machines, gained trom tormal 
knowledge perenne re niormation education and practical experience 
vith other Through such exchange all In contrast to this situation of a 
parties benetit Phe creation oO ar machine accountant in a small installa 
nyvem to enal uch exchanges to be tion having to be “all things to all 
made eas one of the foundation men”, we find one or more men _ pet 
tones of! trie Nationa Machine Ac rorming each ot these operations i! 
countants As larger companies But whatever the 
Those concerned with the administra ndividual requirements might he, eacl 
tig ot erie? funet , are recogni7 ntinued on page 
i Tue Orrice— January, 1955 








for faster filing. findine a 






















CABINETS 


Mim-E-0 * 2066 "ROLLAWayY” 


Protects and Stores up to 400 Multilith No. 2066 and 
Davidson No. 233 offset masters and negatives 


Scientifically designed to completely protect and file 

large size offset masters and negatives. Advanced 

engineering includes corrosion-proof ventilation and 

vertical filing for elimination of scratching, pressures 

or other marrings. Gray Hammerloid baked enamel 

finish makes the Rollaway a handsome addition to 

any office. 

®@ Ball bearing swivel composition rubber casters for 
easy, quiet movement. 

® Nickel-plated hanger tracks for smooth sliding of 
hangers. 

®@ Heavy-gauge, all-steel construction. 

® Height 2634", width 1912”, depth 28”. 








Small floor area but tremen 
dous storage capacity for 
Multilith No. 2066 and David 
son No 233 masters and 
negatives 


U.T.D. No. 2066 


STORES UP TO 
1000 ot 10 rollers ond’ ball 
MASTERS AND NEGATIVES 50) Sheraton olwoys 
@ Height 5034", width 21 
depth 28 





ee ae er Ge Ce ee Oe ee ae oe ee ee 


Please send me full details about the new MIM-E-O | 














Offset 2066 Files | 

r Nome I 

1 Address | 

MAIL THIS j Company 
COUPON TODAY 1 City. ZONC amm State 


MIM-E-O STENCIL FILES CO. 1214-21 w. Chestnut St., Chicago 22, Illinois 
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for faster filing, finding or referring 


BORROUGHS 


OPEN SHELF filing units 


will save you time and money 





Borroughs units will save you up to 50% of the 
space used for ordinary filing equipment, and over 
50% of the original cost of conventional files. They 
give you double the filing area for less than '2 the 
cost. Contents are instantly visible and accessible 
at all times, for any size person. Sliding shelves 
are adjustable without bolting. You will need fewer 
filing clerks with Borroughs Open Shelf Filing Units. 
Write Joe Davis, sales manager, for Borroughs new 


catalog. It’s full of facts you should have. 





BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK alii KALAMAZOO, MICHIGAN 
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A Technique to Preserve 
The Memory of Business 


ROBERT A. SHIFF 


President, National Records Management Council, Inc. 
New York 





HE BEGINNING Ol a me Ved! - tangible, perhaps, i rood 
alw; 


a good time to look ahead yood reputation, but a au ( 

alter reviewing the past ly thie property, capital equ pment OF 
field of reeords management, a bach vork fore 
ward vlance shows remarkable progress Accountant ale ot li ' Col 
By streamlining operations and throw experience in the asset col 
ng away tons ot useless paper, record finanelal reports, put t most cer 
managers have kept industry from easts its shadow over income | 
drowning in a sea oft Unnecessary re Ix perience Shape a COMmpany, ire 
ports, memos, letters and forms. Mar policies, guides its executive We ps 
agement, In particular, has been pleased uneonseious tribute to its |e 
nV the results of selentifie controls o1 ministrat ( value countle tine ei 
record making and record keeping: 1 day 
creased efficiency and savings in space, If we are promoting a man to « 
equipment, time, personnel and cost tive status, we ask, “What experience 

Mur pride in such accomplishments : has he had ‘id If we are deliber: 
understandable | p to now, however, ntroduction of a new” produet 

e nave neen spothghting only one sic new market, Wwe “sk, OW 
of the com. The other aspect of records past experience been?” All thre f 
management, which IT believe will be day, our deeisior and acti hether 
come inereasingly important to manage we realize it or not, are predicated up 
ment, 1s an obligation to preserve and someone's past experience i ! 
sharpen the business memory. situation 

Qur past achievements have consisted A certau " percentage 
mainly of telling companies what not pal records reflect pertinent expe 
to create, What not to process, What hot ene These are thie ‘ reco! 
to keep We have been advisu y man hould he elected tor preser ! 
agement on what useless records or pro cording to the time cap e concept, © 
eedures may hye discarded and we expect record : nhowever, ave el 
to go right on doing this since it ‘ nee the ord ! are not ere 
necessary component of sound manac the spec | ry parse ee 
ment Reeords management has. ho the time capsule idea \ 

ver, an affirmative obligation as well, a fact, NRMC fir that Tewer re 
posit ‘ responsibDiiits to help Cor permanent re M 
panies create, proces and preserye (li trie ! ort rye; 
their kev reeords and intormatior ind out more papel! ( 

This phase ot reeords manavement lore, Dut not the ! ! 
hich | tern Operation Time Capsule, Our mechanizes ‘ ( yr 

s based o} Thy prin role that records torrent Ql! rout ‘ pripoel 

hie! reflect corporate and ndividual temporat ort e rece 
experience are a Company asset, a tH portant ae ( and poet 
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Increase production 


with this new kind 





g YAL Typewriter Company 


Division of Royal McBee Corporation 
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as much as 147 


of electric typewriter 


If you increase typing output 14°/, you’re saving 
money per typist. 

Or, you’re freeing one typist out of eight for other 
work. 

Even if you only increase production 6°; with the 
new Royal Electric, figures show you are justifying the 
additional expenditure. 

In fact, if the typewriters in your office are in use 
more than two and a quarter hours per day, you need 
new Royal Electric typewriters. We’d like to put a 
stop watch against your typing production for three 
reasons: 


1. To see if we can save you money. 


2. To show you the extraordinary new Royal Elec 


tric. 


3. To sell you new Royal Electrics if the figures jus- 


tify the expenditure. 


Why not call your Royal Representative? 


—world’s largest manufacturer of typewriters 
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...but EVERYBODY... 


eal SUIF 


¥ 
} 4 


or 
ae 
(J 


They rush in twenty times a day: “Where's the Swift?’” The machine weighs 


“34 


only 614 Ibs. so it moves all around from office to office and desk to desk. My girl friend 
couldn't believe that this wonderful Swift adds and multiplies up to 10,000,000 with 
a flick of the wrist. Where she works they have only a heavy, non-movable machine and 
everyone has to ‘stand and wait’ to use it. 1 showed her the visible dials, the 

45 


large clear type, the two-color ribbon and even did 150 operations 


a minute for her. 


2S: 
- * Some of the men would like to take ithome _ | My beloved 


in its zippered case to finish work at night — but Me, Swift costs 


; 


I lock it in my desk drawer $ 
At better Office Machine Dealers everywhere or write for information TODAY only : ¢ 0 


plus 


SWIFT BUSINESS MACHINES CORP. fox 
Great Barrington, Massachusetts - 
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rs ost over the telephone Values that can otten be translated inte 
Iires Or dissipated in other oral con dollars and cents whet utilized effect 
munications lvely D\ management Consider thie 
ndustry produces so many record responsibilities modern business has to 
ot short term value that the really valu its customers, its employees, the com 
able pieces of documentation are all but munity, the public, the government 
lost in the shuffle Useless pieces ot Costly mistakes in any of these areas 
paper are being hoarded and boarded can be avoided when executives have 
at the expense ot vital intormation that access to the administrative relerenes 
should be preserved in conelse torm, i provided by a company Recourse to 
one place and ready tor use NRMC" these key records will help i the 
time capsule technique seeks to avoid evaluation ot eXistinyg policies and vive 
thie needle-in-the-havstack seare! tor direction to new ones, much the wa\ 
Vital information and key records that judicial precedents help lawyer 
Yet. to sav'that the time capsule con lormulate thei approache to re 
cept depends entirely on the preserva aici: 
tion of these key records is to tell only The administrative reference service 
half the story This new concept in organizes the recollections and retreshe 
records management also provides the memories ot the executives. By care 
cruidance in the creation of proper docu ul pre pli nning, management Vill ty 
mentation There are serious gaps in enabled to set aside a coherent, cones 
the records we keep and currently pro account of its present experience fot 
due To depend on human memory to future use The time capsule is d 
fill in the blind spots 1s to depend on a signed to help a company, at a future 
fallible, imperfect and subjective i date, to reconstruct its past with seier 
strument We must plan very carefully tifi¢ accuracy. Records that have beer 
to create thre kind ol records that re selectively preserved will be Trie ne 
fleet a company’s current experience as of any such restoration The possib 
accurately, objectively and completely ties tor the use of such reeords in publi 
possible relations, in Communications with em 
Another serious flaw in many of the ployees and stockholders, in the forma 
records produced is that they tell what Non of policy, even in litigation, are 





action Was taken or what decision wa cCnormous. 
made, but they rarely tell why or ho The time capsule, first of all, 
The time eapsul technique ol planned make use ol records that a compat 
records creation =~ intended to remed ready has on hand Scientine technique 
this detect of inventory and appraisal wall) cu 
A company’s time capsule is the or those documents that have an endut 
nized memory ot the organization, gnilicance These techniques are not 
not a haphazard collection ot whateve pure theory; they have been tested and 
documents chance to be on hand The applied With outstanding suces Phi 
time capsule technique prevents bus application, for example, of records re 
hess amnesia by helping management tention schedules usually result nh othe 
set aside, by plan, an objective. truthtu permanent preservation Of o1 ly 12 
aceount of the present lor Tuture tint 1% of all busines record The exact 
This is intended primarily for use by percentage retained depends, of course, 
management, not solely for scholarly r on the nature of the company and the 
search by the business historian but for character Of its operation 
actual application bY executive mn thew Old records, however, represent o 
daily Wort ii Inall part of the problem ltilizi 
The selective preservation of — ke U technique requires the adoption ¢ 
records ha egal and administrative 
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Schools Still Look to 
Business to Show the Way 


THEODORE WOODWARD 


President, United Business Education Assn. 
George Peabody College for Teachers, Nashville, Tenn. 
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LETTEREX ... 


is to carbon paper what 


modern detergents are to soap — 


a faster method of doing 


the office work. 


Try LETTEREX! 


Write for details: 
The LETTEREX CORPORATION 
1640 Connecticut Avenue, Washington 9, D.C. 
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How to Choose a 
Management Consultant 


PHILIP W. SHAY 


Executive Secretary, Assn. of Consulting Management 
Engineers, New York 


hnrough This 


age tore undertaking 


/ 


vn prob i tull-fl assig \s a matter 
{ 


ndependence ol i fact, \ will j eommit the 


( con > \ j are convineed that 


are quali 


need tor 
simple fact thi 
red and has fail 
particular problem More oftet 
company does not have the qualified 


; ; 


imme o make them 


they do not. and teels t} “ ersonnel or. the 


ol affair en bye . ' | \ available. Other specie cireumstanes 
throug] a complete “a 1\ calling tor outside help ar unta 
eXaminatiot by competent ul ! miliarity with the problem, l bor 
ont kn viie ) an fresh idea w techniques, a eo) 
who 4 { ‘ ley an those fliet of vier \ he company. There 


preoccupied | | “All adayv-te is also a certain the rapeutic value to he 


times, In making it possible 


day operations found, some 
Whether or ) for company personnel a free 
company dee . | oO! to an outsider who will LISUS¢ 
engage the a management intormation or abuse the 
! The is Is more i ners 
balane (decasionally, nanaveme! 
tempted to call in a consult 
lor the ak 5 pre 
Instance, 
CISION OT 
diseiplinarv action 
gement consults dividual. All reputabl 
ploying them (not resist such assignme! 
YeCuUTIVE loresee them, te 
Mmanhours sper i ) \ vering prostitute 
consultant hurts the company 
The exte! ! ] iI nail thie compal Vy. suel 
letermined, urse, Dy compal like a quiel 
‘ 


though mi aveme! pleasal 


similar situa 


All ore putabt 
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systems machines . spirit duplicators 


Model AV systems 
machine illustrated. 


‘““UNIVERSAL’’ SYSTEMS MACHINES: 


World’s only systems machines that give you the magic of pushbutton changes 
through selection, elimination, condensation, or shifting of lines, columns 
or headings. All from only one master, without masks, blockouts, strip- 
masters or shingled forms 


SPIRIT DUPLICATORS 


1955 models by the originators of the spirit process. All Ormig duplicators 
feature rugged construction, simple and foolproof clamping device, and 
direct wick moistening. Available in sizes from 9” x 14” to 14” x 17”—hand 
or motor driven 





Write to... a DEALERS OT & : 
The Ormig hand-operated duplicators are available to all qualified business ma 
Me chine dealers on a non-exclusive ba The fan Ormig systems machines are 
Sole distributors of course sold only through carefully selected ce rs in exclusive territories 
in the U.S. A. Pe eee 


Dept. 01, 105 Chambers St., New York 7, N. Y. 








Carbon paper & ribbons e Duplicating, photocopying & systems machines 


THe Orrice— January, 1955 














ant and expects them to make decisions position to contro thie actual opera 
for if Obviously, a thorough set of tions Also it would tend to impair the 
recommendatior documented by tacts objectivity and independence whic 
and figures, such as consultants usually make their counsel worth having Fron 
ubmit, will influence manage ment’s own the viewpoint both ot the management 
decisior Sut most of the leading firms consulting firms themselves and of those 
lean backward to avoid any actual companies that are most satisfied witl 
formulation of decision, feeling not only the services rendered, their proper role 
that it would be presumptuous ot them is thie auxiliary one ol providing 
to try to run a business when they are analysis, information, and advice, suc! 
not responsible for results; or fool as will help management to make bet 
hardy to try to, when they are not in a ter decisions than it otherwise would be 










T 
COU ni ad The PB Tic kometer is faster more accurate, 
| | OOO iter . 


Counts and or marks up to en er 





minute slips ticket tavs. labe! coupons 


Or mark checks, currency; saves hours of payroll time. 
@ bar faster than hand counting. and so accurate 


that banks use it to count paper mone 


| @ The Tickometer will also code, “rubber lamp,” 
y an a date, endorse or cance) ssc counts 


@ he nted, as well a old, it yuickly pay 
its way Ask the nearest PB office for a 
demonstration. Or write for free illustrated 


booklet, and case studies. 


Tickometer 


Prrney-Bowes, Inc., Makers of the Postage 
Meter. 3469 Pacific St., Stamford, Conn 


PITNEY-BOWES 


ltS)ip 


Coast-to-coast service in U.S. and Canada. 
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ple to 


The need tor management consulting 
services is relative. The very large com 
pany may have enough problems so they 
tall into patterns and 
the maintenance of an 


panv staff to handle 


regular justify 


elaborate com 


Nevertheless, 


companies continue to Use 


them 
most larg 


consultants tor problems ol unusual 
complexity and delheaev, or tor the sake 
} ; 


of an objective viewpoint and range of 


experience which cannot be matched in 
side the 


consulting firm is employed on a retain 


company, In some cases, the 
ing basis so it will be in constant toucl 
with company developments to provide 
help qui kly 


when the occasion arise 


At the other extreme, the very smal 
ompany may not be able or mav not 
think it is able to afford outside help 


because of tear that the cost will be out 
ol proportion to the 
The fact is, 


number ot 


potential benefits 
however, that an increasing 
companies nearer the lowe 


end of the size seale are seeking pro 
fessional counsel from management con 
sulting firms. Many 
problems that 


gvrowth or 


small Companies 


are taced with inhibit 
their 


their 


future even threaten 


present positions It is always 


possible that a large problem in a small 


company may warrant as much expen 


diture of money and effort as a small 


problem in a large company 


In particular, the small 


which 1s 


COM pans 


growing into a medium-size 


company, or the medium-size company 


which is growing into a large company, 


Is most 


likely to need outside counsel 


Competition, taxes, and government 


regulations weigh heavily on it. It may 
not vet have built up sufficient diversifi 
cation of product, prestige in its maz 


ket, or cash reserves, to carry it through 


economic fluctuations. The number ot 
high caliber exeeutives if can support 
is limited, as is also the extent of if 
permanent, special zed Or technical 


stall 
One practical way tor a 
management to resolve doubts as to the 


suitability of consulting services for 


office aids 

The S¢ Sengbu ch de k items 
marten the appearance of any 
office ave time and effort on 
any desk 
® Capillary-action Handi Pen desk 

sets end refilling nuisance. Tre 

mendous fresh ink supply in base 
assures @a effort writing 
® Klieradesk organizes papers — 


keeps desk neat 


® “Build-Up" Desk Tray — used as 
ingle tra or in stacks of two 
three or more Alway a neat 


clean Gest 
® Cata-Rack kee hea 


and books filed, easil ice ible 


catale 


© Moisteners 
every need 


a complete line for 


See the complete line of 
Sengbusch Office Aids known 
the world over for quality 
Visit or call your favorite 
Stationery or 
Office Supply House Today. 


Send for any Sengbusch Office 
Aid on 30 Days FREE Triol. 








— 





Y 
Berglich 

















Cata-Rock 






d-Up"’ Desk Tray 


Sengbusch Building 


? 
Milwaovkee 3, W or 





Its 44s Simple Ae 





‘ a 


To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


© At Less COST 


¢ Less CODING 
© Less GROOVING 
e Less SORTING 
¢ Less HANDLING 





MANUFACTURING e BUSINESS 
SCIENCE #¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 





oot etetetet eset ee KMEPER 
espe he 4 es eee ree 












é, ry 4 
* 45 SECOND STREET 
e-|¢ SAN FRANCISCO 5 
~ CALIFORNIA 





SOLE MANUFACTURERS OF.E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 


; | ; 
+ ; ‘ | p | 
meeting pal eu l ue . ) 4 


‘ 
discuss 


epu rie cf uit Y rl 

vith ( the problem would be 
tackled, u hat directs opportuni- 
ties Tol mprevement might be found, 


cost would be. 


and what the estumated 
As mentioned pnetore, all reputable eon 
lad to explore the 


help in a 
no more anxious 


sultants are g question 
situa 


thei 


ol1vel 
than 


gement that Is not 


ot how they can 
and are 
chents for an arrat 
likely to the sat 
both parties 

It is « 
individual company to give 
task of 
that it feels wall 
then to 
Chess. Con 


tion, 


to work out sfaction ol 


xtremely important tor the 


close atte 


selecting the con 


tion to the 


sulting firm meet its 


needs, and cooperate 


particular 


with it tor maximum ellectis 


sideration should not be limited to a 
presentation made Db principal or 
representative of the consulting firm, 
particularly if the approact ot the 


variety and 


vithout 


high-pressure promises a 


world of results preliminary 


explorat on of the problems involved, oO! 


bids tor the assignment in terms oT Tees 
or Costs he putable firms do not engage 
in blatant promotion or haggling Phere 
is no such thing as a “bargain”? in man 


agement consulting, in the sense ol get 


ting something tor nothing 


there 1s as vet no torm ol 


Thoug! 


accredited registration for management 


eonsultil firms, the membership list ot 


the Assn. of Consulting Management 
Kngineer does serve as a positive 
(though me complet yuide to firms 


of known integrity and reputable pet 
rormanes 
References from other companies that 


have used, o1 are now using, the services 


of a consulting firm can be a useful 
guide in making the choice. It always 
1 sensible precaution to check inde 
pel ndentiv with such reterences as are 


provided by the consulting firm It is 


versal among reputable firms 


to supply a good deal ot intormation 


about the scope and the nature of as 


gyrnments o1 whiel they have worked. 


This is particularly useful in judging 
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The 4-way 
calculating 
champion 

beats your 
competitors! 


Ten and out! Winner and still champion 
— the Facit ESA-O! Yes, the world-famous 
Facit 10-key system — so simple that your 
ffice-boy can be a calculating expert with- 
in fifteen minutes — is unbeatable when 
figuring out the answers you want during 
a long-distance call or an important con- 
ference. It’s the world’s smallest fully auto- 
matic calculator and takes no more space 


than a telephone on your elegant desk. 


{ Hie pair Sar aaa a 
SPOMGCHSH 6 swoirww 3 ses 






oe 


Everybody likes the Facit ESA-O because 
of its fashionable design and outstanding 
quality. Thousands of Facit calculators have 
been used day after day for twenty years 
— and more! — and they are still helping 
their owners to a better office efficiency 
saving lots of money all the time! Why 
don't you ask for our illustrated brochure 
FB 24 and find out what Facit can do in 


your case ¢ 





CALCULATOR 


WORLD’S MOST 
EXPORTED CALCULATOR 


FACIT INC. 


500 Fifth Ave., New York 36, N.Y. 
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114 Sansome St., San Francisco 4, Calif. 









less active 
records 











wrong way 


Records thrown on shelves are hard to 
find, collect dust and take up 50% 
more room. 









SANITARY BASES 
for all size files $360 


LETTER SIZE $3 35 


LEGAL SIZE $435 
CHECK SIZE $240 


















FOLLOW 
BLOCKS we 
9O¢ ADDITIONAL 


Made for any size file 





PRONTO FILE CORPORATION 


285 Madison Av New York 17._.N_Y 





PHCHeCE CHE CECE 


transfer to pronto 


Records in Prontos can be located in Save money, transfer into low cost 
a jiffy . . . stay neat and orderly. Prontos and use your expensive cabi- 
Doubles your filing space. nets over again. 


storage files 


There is a size made for every office record. These Pronto 
files are sturdily built of 275-lb. test fibre board, reinforced 
with steel on the shell and the four corners of the drawers 
as well. They cost no more than ordinary files! Can be in- 
terlocked into solid units and stacked to the ceiling. Beauti- 
ful in appearance, finished in olive green to match your 
regular office files. Will last a lifetime. 





Prices slightly higher in Texas 
Colorado and West of the Rockies 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17.N_Y 


‘ 








lr SuITAnDIL “a ( qa 
provyect reputable firm is giad 
ne ve wated as thorougniyv a yp Da ol Irie! 
ble Actually, about three if ] I lif acquaintances 
management msuiting assignment re a 
ult from a dire recomme I spe 
atished client ore yno has used trie 1 
ervies ol ri t onee Hut pez ] at | 
edly I} i eT ‘ rong Dp j 
‘ dey ee oO ‘ 4 ! nee in I I ( l 1 
An nve liad unh ‘ om ry 
ind impar | 1 Ci In pat 
nome \\ J 
ol I! ( 
i’ ! ‘ (4 ! l a ( cl 
{ the Bur ) & 
) iT 
I i ‘ 
Stror ( CDi 
\ ry ! ‘ 
KI \ | ‘ the 
“alt }] 
} ‘ tri 
‘ a ( ! ‘ ul rm 
oures ! | Al i! () l iH ! I 
pub relat l eeou neces i! Mi 


Mode Wi /: SUA wWe4A dema nds 
THIN: PAPERS 


to reduce typing, mailing and filing expenses. 


Fidelity Onion Skin 


we suggest 
Clearcopy Onion Skin 


ESLEECK Superior Manifold 
fo 2 Thin Sot terhroads Capies hocarnds 


COMPANY 


EFSLEECK MANUFACTURING 
TURNERS FALLS, MASSACHUSETTS 
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Cozmac 
qunst 
Aaya /- V-SHAPE PHOTOCOPIER 


SOLVES PROBLEM OF 
MARGIN-TO-MARGIN INSTANTLY COPYING BOOK 


BOOK PRINTER...... PAGES — Clear to the Binding! 





The new Cormac Book-Printer is perfectly designed to cover the 
complete page — from margin-to-margin — copying the 
finest dictionary print, detailed maps, line or half-tone illustrations, 
charts or graphs — without slightest damage to book or binding. 


COMPLETE DUPLICATING DEPARTMENT 


With a Cormac Compact photoe opier (or Sentor 
or other Cormac models) and new Cormac 
Book-Printer there are no copying limitation 
Here, ready for instant use, is a complete dupli 
cating department, on a corner of your desk, 
Taking the time. over-time and expense out of 


office copying and giving it all to your Cormas 


yp p 
photocopier to do in seconds. jor pennies is 
good business sense, Only ) copies a day. pays 
for your Cormac in 30 weeks. saves you $640 


every year, gives you 14 extra hours every week! 
see the Cormac ce sk top phe tor oper and new 
Cormac Book-Printer demonstrated in your ow: 
office ... WITHOUT OBLIGATION! You'll be 


impressed with its modern office appearance, fully 





The Compact single-unit photocopier, desk-top 

model copies up to 9” wide by any length 

10’x18x10”, 18 Ibs automatic operation and the clear, dry copies you 
get every time. 


So call your authorized Cormac dealer now for free demonstration. 
Or, write us for proof that Cormac can save you money and time. 


Cormac INDUSTRIES, INC. 80 FIFTH AVENUE, NEW YORK 11, N.Y. © ORegon 5-9310 
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Staplex curs costs 
70% ... and more! 


TIME-TESTED STAPLEX doe: 

of 20 d-fashioned tapier 
better quicker more ecc 
nomicaliy! Tho 


STAPLES AUTOMATICALLY both 


ssands ir ¢ 


hands free to feed work ever 
pedals et 

RELOADS in 2 SECONDS from the 
front. Standard size staples sed 
PORTABLE 2 b Plug n any 
Let us demonstrate why STAPLEX has 
become A NECESSITY IN MODERN 


BUSINESS 


THE 


Stay lex comrany 


Brooklyn 32, N. Y. 


The Staplex Co. 
775 Fifth Avenue 
Brooklyn 32, N. Y. 


A no-obligation 
demonstration 


Literature 


NAME 
COMPANY 


ADDRESS 





prop 
1? (11) Does the firm ask for 
nment ? 
Dan 1 make ynnt eer Aa reason 


ADT ‘ mite | Co nad time require 





Office Computers 


might 
task 


called upon TO pel 


lorm acceptable by the machine 


he comparable in magnitude to the 


the machine s ben 


rorm, 


; ; +} 
nis neo 0 > 


sf que ree ad 
utilized 


electron computers cannot be 


n the busing othes In 1947 J Lyons 
& Co. Ltd. in England became interested 
! thie pos hilitie . and they have now 
one computer operation and = one 
under constructior I) spite ot the tact 
that their present machine has only the 


usual fast storage capacity, no auxiliary 
storage and quite ordinary input and 
output facilities, the machine is c¢om 
puting the pavroll o1 in experimental 
basis tor a mail sample ot their em 
ployees (in about Ll, seconds per em 
ployee including input and output times 
as well as elaborate cross-checks) and 
walvzing the dat trom market sur 
veys to mente twe mportant 
rie hnerwist pOrLOU operations 
Kaus or better ta ties are readily 
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Sorter Graf 


THE COMBINATION 
OF METHOD AND EQUIPMENT 
THAT REDUCES COSTS 





4 
ae 


Outgoing Mail SorterGrafs in Office of Auto 
Owner's Insurance Company, Lansing, Mich. 


Write for details 





On any office operation 






SORTERGRAF COMPANY 


4044 W. Jefferson Avenue Detroit 9, Michigan 
Se @ @ | YEARS OF SPECIALIZATION 
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SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


SPOT CARB is applied directly 
to back of each sheet in any size 


or shape. Clean, non-smudge¢ 


of 


Possibilities 


carbon 
of 
plification and savings are prac 
Perfect all 
small to 


Eliminates necessity 


interleaving sim 


tically unlimited for 


forms — from receipts 
large accounting forms — single 
or muluple Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet POT 
“How to save with SPOT 


CARB 


scts 





arB 






56 LAFAYETTE STREET, NEW YORK 13, N. Y. 


Send somples of SPOT CARB forms and 
free booklet “How to save with SPOT 
CARB" 


FIRM 


ADDRESS 


SIGNED 











iva eC Ol Thie Ameri I 

Probably transeriptior difficulties 
the greatest deterrent to more r: 
troductio ot the large computer nite 
the rye ¢ 4 It seems ( that | 
automatic reading eve =! Ae | 
print, to sat othing of seript, 
come abnout ! thie near tuture except 
Poss hy ny extremely elaborates ad ¢ 
pensive devices, and so long as trai 
scription represents a substantl Trac 
oes ad the total job there is correspond 
mney little inducement to itomat 74 
the rest (on the other hand, this bottl 
neck can be eliminated in mat 
stances b simple change in the tor 
ot the records being kept That te 
sav, if the initial recording is made ! 
“a torm the machine CAl Pecoprnize 
punched cards, punched tape, magnets 
tape thet thie transeriptiol Is “4 
automatizes ae | the process of pre 
ducing leg ble tor Vhenever These ( 
required Admittedly, however, . 
solution is me a ‘ able, ¢.4 ! 
Personal chec 

Klectroni computer ire Dei : 
to find their way into the business « 
hee Muel research is going into the 
problem of developing suitable equip 
ment and one searcely needs prophetic 
insight to predict that rapid ehanges 
will take place within the near future 
As with se1entific computing, so wit! 
ofice procedures, a rather thorough re 
thinking will occur and must oceu It 
s not alone mnportant to devise equip 
ment to fit the procedures The pre 
cedures also must be adapted to 1 
able equipment Traditional routines 
that have vro up around traditional 
equipment w I] hye Pound oft . ol close 
inspection, to lend themselves to radi 
re Sho! hen the need arises 

The | ( parad thie I t te 
parade el that the comple ties 
ol the ton re Ss noth compared t 
those of the modern business ofhies nd 
the der ‘ ol the ere | 1 Uy thie 
computer re r more severe than those 
rap Thi ~/ ‘ ai ti ! ‘ qere T ‘ 
im¢ ricot ‘ 
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no equipment needed 


To add beauty to your booklets 


with economical ‘do-it-yourself ’’ 


PLASTICO BINDINGS 


PLASTICO BINDING LICENSEES can help 
you make any booklet more attractive and unique. 
Do it in your own office . . . without any extra 
equipment! Simply get precision-punched blank 
body pages and covers from your Plastico licensee. 
He has the specialized experience and equipment 
to produce to your specifications—whatever the 
size. You'll discover it’s a “‘snap”’ to compile your 
own booklets! 

Only Genuine PLASTICO BINDERS have “Arch 


Design’’ for greater strength, smarter appear- 
ance. 


Convenient .. . Money- 
saving... for small 
or large quantities of 
® Catalogs 

Presentations 

Brochures 

Price Lists 

Order Books 

Sample Books 

Financial Reports 

and many more uses! 
WRITE today for full in- 
formation, plus name and 
address of Plastico Licensee 
nearest you. 


am, PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 


732 Sherman St. . 
15 W. 24th St. * 


By Nome 


Chicago 5, Ill. 


New York 10, N. Y. 








ew Produc 


OFFSET PLATE FLAT-BED PHOTOCOPIER 


THe Orrice— January, 1955 





DICTATING MACHINE 


Isiness 


sturbiny 


Dietation ear rye 


mrt 
rre record for 
s not have 
pauper inde 
s convenient for 


» shee 
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TYPE COMPOSING MACHINE 
aly <head p., 720 Fre 


ht 
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machine 
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the price 


board ar 
for efficient 
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knocked down. for 


nactive files, 
through office supply 


ind equipment 


ers. Dealer inquiries invit 


( 
t 


BOOK PHOTOCOPIER 


Cormac Industries, Ine., 80 Fifth Av: 
New York 11, N. Y., announces the Cor 
mac Book-Printer. This is a separate 


unit designed for use with the regular 
Cormac Junior or Senior processing units. 
It is especially designed for copying 


from the pages of bound books. The 


ct Book-P aia ; a high fidelity sound system with speak 
OrTrmac 900K rinter is 2U . 


( 
; 


: ‘ pat. ers and the Seeburg Select-O-Matic tl 
plugs into any electric outlet and makes 


‘ 400 musical 
exact copies up to 14% x J fron 
hooks, documents, pamphlets, ledgers 


newspapers or maps of any thickness 


automaty p 


SECOND-SHEET SETS 
togersnap Business Forms, 139 Hows 
Dallas 7, { ins added Roger 
orms Phese 
cleaner, ( oe opies Without 


ed Second Sheets 


bon huffling or soiled hands Le gib lit 


o! copies 1s assured Hpecause new, 
The light exposure plate takes any page 


ime carbon s used for 
In an open, bound volume, 


copie 


or any part ypists work faster ar nore efficient 


of a page, epal itely, kiven tightly with carbon attache 


second sheets 
bound books with extremely narrow mar tractively packaged wit} 


vilis ean be eopied Mach hie Is 


igned ut-out for ¢ 
structed of white and 


julie? 
gray 

has an automatic electric 1 

be adjusted for all exposure needs 


push button release stops and starts 


120-watt light Normal « 


posure 
few seconds = » Cormac Bool 


we ighs only 20 Ibs., t 


formation from above 


MUSIC SYSTEM 
Se burg ( orp 1510 


sf Chicago 22, Ill... offer 


, _ i" 
background, work music to an) 
plant anywhere n the 


eountry 


able on a lease-purchase plat 
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sonnel, 

skill, 

plast 

protec 

sheets | allov Y ‘ , 1 workers 
to do the pune} y np advises 
users to obta re he sheets and 
eovers Tro! { er , together 
with binding 
color Sheet 
eated or printed 


nid of the free Pla 


There are approy 100 Plastico 


licensees, located in eve ajor business 
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VISIBLE TAB CARD SYSTEM 
Wasse] ryt f ! Ln Westport 


fonn.,, ha a I 
perfect Ve 

n tabulat 

Guide, it «ons four 


purts two end plates and two guide 


rails Wher » tabulating ecards are 


notched } special corner cutter 


nanent 


panded whene 


liustrated 
wna p Ces 
which cuts up to 20,000 an hour, they 
snugly fit the guide rails. Un-notched 
guide eards ride slightly above the rail, SPIRIT DUPLICATORS 


so that the indexes printed on their 3 3 a 
Copy-Craft, Ine., Dept. O-1, 105 Chan 


bers St... New Y« ah pa | 


upper edges become readily visible for 
easy reference. All cards can be run 
through the machines with no danger of 
jamming, Prices of Self-Guide units 
ary, depending upon the size of the 
tabulating trays to be fitted. Con plete 
information is available from above 


dre SS 


STORAGE BINS 
Irwin Casper, Ine., 401 Broadway, New 
York 13, N Y., offers Bulk Bins which 
anyone can assemble or disassemble with 
out tools, screws or . \ unit is 
ft. square and 6 ft. high. Shelves can 
placed f iny ] t close together 
Shelves 
seasoned, s 1 structural lumber 
individually mortised and tenoned 
crossbars glues the frame 


led and 
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FoOtUmMeT I sriou ‘ npir t ms withe t 

isks or blockouts Columns that ar 
widely separated can be re-assembled 
ind condense Or ilier paper, all at 
me feeding Thus the machine s able 
to solve intricate nvoicing problen S. 
such as partial eliveries, changes of 
quantit Or price or ¢ ination of con 


fidentia! data some of the copies 


Orimig also makes a fully automatic line 


election machine I Siny only one 


~ 


spirit 
master and with onlv one feeding, this 


machine permits the printing of one to 


thres ! idual lines n combination 
vith both constant and ariable head 
ngs all without the Ise ot masks 
blockouts or second masters This ma 
chine is of particular alue in produ 
tion control systems and can make parts 
order systems absolutely foolproof In 


addition, Orn ig, originators of the spir t 
luplieating process 30 years ago, makes 


i econ plet« ine of spirit luplicators 
which employ a direct moistening device 
that gives unusually brilliant copies and 
long runs. This line 


hand 
automatic dup 


ranges from a small 


portabl model to a high 


speed 
fully 


; 


iwator with elec 


ronie speed-control Al] Ormig ma 
ehim s are sold and serviced throughout 


the I Ss. Db Copy-Craft, Ine 


OFFSET STREAK ELIMINATOR 
OFI, 1 


makes kK iec tor 


Roll O-Graphii Corp., De pt. 
Prinee St.. New York 1] 
Wheel Streak Eliminator for all models 


of Multiliths 


This pre 


vents any streak 


> 


Ds i \\ 





ing caused by ejector wheels running 


Roll-O 
Graphic Streak Eliminator snaps on and 


off the Multilith in a jiffy It provides 


over the pr nted 


Copy he 









savings by allowing the use of paper 
pre-cut f nishe size hefore running, 
nstead of the istef ist f oversize 
iper Tot j be 1 kaged as the 

come off the press This eliminates the 
ouble handling required when jobs have 


to be trimmed after printing—-after wait 


ing for job to dry The Ejector Wheel 
Streak Eliminator kit s packed com 
plete with generous supply of pads and 


Streak Eliminator | luid, uneon litionally 
guaranteed Kit costs $4.95 and can pay 


or itself on a few jobs 


PRINT DRYER 
Fedeo Produets, 39 Murray St., New 
York 7. N. Y., makes the Model 400 
Glossomatt continuous dryer for glossy 
or matte prints. It has a seamless stain 
drum and a 


less steel 


816” x 11 


capacity of 50 
prints an hour It will take 


print .papers of any weight up to 14” 
wide. Accurate thermostat control as 
sures uniform heat close to drying sur 
face with minimum current and no 





ved 
a 





Direct motor drive eliminates 


scorching 


belts and chains. Rollers and drum ro- 
Automatic take- 


keeps 


tate on needle bearings. 
up On canvas apron. Self aligner 


adjustments to a minimun Fan cools 
motor for efficient continuous operation 


Repla eable cloth belt Built-in squeegee 


for making glossy prints when desired 


Drum can be released for cleaning The 


Glossomatt is 18” x 24”, 15” high; uses 
only 660 watts at 120 volts Af costs 
$225. Illustrated terature from above 
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The B D C mimeograph produces the kind of copies often referred to as 
printing press quality. Each character is clean and sharp. There are no 
ragged, feathery outlines that typify ordinary mimeograph work. The 


secret is the unique B D C design that has revolutionized mimeograph 
standards. Similar to a printing press, the B D C uses the same kind of ink 
printers use—a heavy paste that cannot flow or spread or feather. Because 
this quality result is inherent in the machine and ink, any office workey gets 
printing press quality routinely —yet always stays clean because the B D C 
can’t leak. Write for complete information. Bohn Duplicator Corporation, 
L144 Fourth Avenue, New York 16, New York. 
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FORMS TIPPER 





J. Curry Mendes Cory 

] (curt Lane ‘ant 
Mas niake 1! 
tipping achis f ! 
ser sutomatic t ny ag 

pot-gluin f na it 
rorms It j L t 
up for any size sheets fro 
the illest ip to 17 

4 5 t | ‘ il 

juickK) Car! 1 pro ‘ 
high quality, asecurate out 

ut with the Pipp which 
‘ minates ogging pad 

ng, and sheing, as well 

poilage ‘| he avey vo 

operator, working an S-hour day, car 
iverage 2,000 sheets an hour. Complete 
sets of forms are ready for packag 
ing. Occupies only 77 . ) of floor 
space and glides allow it to be easily 


moved weighs 270 Ibs 
%-hp, 110 
41x paper feed trays 
Pippy 1s 


literature 


Operates on 
With 
carbon 


olt, 60 evele motor 


and four 


feed trays, th $905 f.o.b. above. 
Write for 


this 


ustrated showing 


and larger forms machines 


WIRING SYSTEM 


Wiremold Lee Wiremold Hart 


Place, 


ford 10, Conn., makes the Plugmold 2000 
outlet systen which can be installed at 
any desired height along walls or on 





can be 


desks, benches It 


eounters or 


tied in to an existing system at anv out 
let, without tearing out walls or floors 
lo take care of all types of outlet re 
quirements, Plugmold is available with 


152 


-— . |. - =. <<) > i+ 9 -_ . =.) hh) 








wire Ne a grounded receptacles, 2-wire 
uple not receptact and wire luplex 
recepta ‘les with one. side hot and one 
side switched. All three fit the same 


raceways, Standard spacings for outlets 


are 30”, 18” and 6”. The shorter spacing 
allows keeping several office appliances 


lugged in 


| the 
hazard and 


wiring 


ready for use, without 
clutter of 


the 


°* on topus 


and without inconvenience of discon 


necting one appliance to plug in another. 
the 
and building industries and by adequate 


Full 


Plugmold is approved by electrical 


wiring consultants. information 


from above address. 


ELECTRIC TYPEWRITER 
Park Ave., 


continuing its 
that 


Underwood eleetric« 


New 


swing to 


Underwood 
York 


eolor, 


Corp., ] 
| iy Fa Be 


announced orders are being 


taken for typewriters 


in three distinctive color styles, In ad 
dition to the standard shade of Under 
wood gray, the company’s Finger-Flite 


electrics may now be purchased in two 
tone ivy green, Brewster green and two 
tone tan. Chosen to blend with virtually 
any office motif, the non-glare colors 
were first seen on the Underwood port 
able line introduced last vear after an 


exhaustive market survey of color prefer 


ences, the eve 


Enthusiastic reception of 
ippealing portables prompted Underwood 
to aceent the colorful n ts electri 


tvpewr 


ters 
i er 
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Perfect copies in just 15 seconds 


Whatever copying is done in your business — letters, invoices, 
orders, newspaper or magazine clippings, charts... in fact, anything 
written, drawn, typed, or printed —the THERMO-FAx Copying 
Machine can do it 10 times faster than your fastest typist, without 
error and at a fraction of the cost! 

The THERMO-FAx Copying Machine — made by the inventors 
of “Scotch” Brand Cellophane Tape — copies originals up to 842 x 
14 inches in size, whether on transparent, opaque, or two-sided 
paper. Copies are made without messy chemicals, special masters, 
or noxious fumes — it’s a one-step 
process, completely dry from start 
to finish. So simple and easy, any- 
one in your office can turn out LM 
quality copies without lengthy in- oe 
structions. . 

We'll be glad to send complete 2 
information without obligation. Just 
write: Duplicating Products Div., 
Minnesota Mining and Mfg. Co., 
Dept. O-15, St. Paul 6, Minnesota. 




























The term “‘Thermo-Fax” is a registered trademark 
of Minnesota Mining and Mfg. Co., St. Paul 6, 


Minn. General Export: 122 E. 42nd ot 

St., New York 17, N. Y. In Canada: % a 

London, Ontario, Canada, ? y 
q ’ a 


atts 
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CARBON-INTERLEAVED 
ADDRESS LABELS 


Dennison Mfg , Framingha 
Mass., offers Carbon Set Addressing La 
bels. Each set has four sheets, each with 
33 standard addressing labels with inter 


leaved carbons There is no slipping and 











ind iint yr i! irds \ ib 
product vi fur! ! t for de elop 
ny cost 1 pe Charg Ne rb 
When equit , ‘ ntract 
DN stublishing the n I f | rs oO 
1ctu use before er ng require 
the Machine | ( i that equip 
ment not service sooner o1 re ofter 
than requll to reduce er ( =f 
The Mael ‘ ‘ i 1] 
nd 22u ( t} thres 

sheets stay lined up unt | snapped apart wire . 1 outlets for ‘ ' , {Fig 

Sheets are numbered for identification equipment Price t $97 ustrate 

and the sets are consecut ely numbers literatur tro ‘ “T. 

for records There is extra Space at the 

bottom for easy typing of the last I: FIREPROOF DESK 

bels Free samples tror above address Sha Walker Co Mu egor M 
nakes ¢ fireproot dest wi } yn bines 

EQUIPMENT TIME the time and a ac on of thak 
Machine Timer Co 1) Parl Vilace Work-Organizet dest vitl ertifie 

Staten Island 1, N _ ntrodus the point-of-use fis prot t ! nad ecurity 

Machine I" Mier;T Wher uUsCU I Con pune 

tion with any electrical accounting, b 

ng, addressing, statistica reprodueing 

or other leetrical offies equipment the 

Machine limer reeords th number of 

hours tl equipment . n actua uss 

Che timer Automatica starts when the 

equipment starts and sat ps when equiy 

ment stops running The Machine Timer 

s equipped with a elock for daily rea 

ings of the hourly product tv of ene} 

piece of eleetr il equipment and i 

lative elapsed time eter which permit 

ready comparisons of hourly utilizatioz 





154 THe Orrice—January, 1955 


w—Turn Printed Sheets 





Scribe 


SALES AND SERVICE 


CORPORATION, 5022 WEST 


it’s a pleasure 


...it’s a scribe 


A PLEASURE i iti-station dictation system that ts so 
1 dictat th t ew EXECUTIVE imple to u IT’S A PLEASURE. All fun 
RIK: t oru recording unit are remote or 
EXEC | SCRIBE the dictats t{« tr led with fingertip ease 
the fut r d of titi By f t t ad need dictation system 
e executive desk sets shown here are Ul r devised 
ly pieces of equ pment that you | f ] EXECUTIVE SCRIBE ha i range of acces 
ed in your ofh In addition to the ter f designed t itisty the most discrimi 
t below, there i *xecul K Sta iting ex itive Whether you choose the 
¥ abl a | h eliminates the ly init th th racie mike, the telep! one 
lding anytt ng in your hand. You i hand set, or the ex it tation, we know 
rk with both hands while you d ite that you will agree that Scribe is vears ahead 
The EXECUTIVE SCRIBE is a flexit Irv a Scribe wit ' eatior 
Select distributor franchises now available. Write for detail 


FROM COAST TO COAST 


MADISON, CHICAGO 44, 
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— Now-Turn Printed Sheets 


into Finished Booklets 


in a single operation! 















with the 


VERTICAL 


__Bookleteer 
a! 











eg 
be A 





© COLLATES = — 
+ JOGS 
e STITCHES x VG 





FOLDS AY 
.* 


v 


© SPEED — up to 3000 per hour 
© SIZES sheets 6 x 7 to 





Here's the latest JCM achievement to help 11 x 14 
you save binding costs! This fast, accurate 4 © CAPACITY —all types of stock 
or 8-station Vertical Collator combined with 12 to 100 Ths 


Jogging, Stitching, Folding and offsetting de- 
livery Attachment turns out completed booklets 
practically by itself. Does all this in one oper- 
ation—faster than any individual step on 
present equipment! Gives you different color 
pages and weights of stock in same booklet 


*® SAVING 1 operator does 
the work of & 










“Binder-Matic”’ 
JOGS, STITCHES, FOLDS 


Combines with your present hand WRITE TODAY gr Be 
or machine collating system. WIE ToOKY fo fol dea oe, warn, mene 












J. CURRY MENDES ele) i420) 7 Nile), | 


One Curry lane © Canton, Mass 
Western Offices and Plant: 500 S. Clinton ‘St., CHICAGO, ILL 
Eastern Offices: 22 E. 29th St., NEW YORK, N. Y 
West Coast Offices: 1826 S$ Hopg St., LOS ANGELES, CALIF 








ror Ihe esigned r hich look i I n it 
use | I ne reguiarliy work It is only 6 ft } I nips 
with rreplaceable records rhe left ‘ ind 2 ha 
pedesta s a two-drawer Fire-File bear s ft. I} t 
ng S. M. N. A., Shaw-Walker Certifies , { h Fil i 
Protection an Underwriters labe 
Equipped with signal plunger key loc) 
or combination lock to prevent unauthor 

zed reference, Desk has 66 2 
less, roll-edge tan linoleum top for a most 
comfortable working surface be 


general office use, this fireproof desk 
suitabl for small profession: i or bu 
ness oftice and home use Illustrate 


literature from above addres 


INTERCCM SYSTEM 





Str berg-Carlson Co puns 10) Car 

| Roel N ’ 
} h-4 terna i telepl 

4 } tT } i] ( i r pi tt ’ 

ra ont ti The entir t I ha ra it , ; 
switching | er ! omplete rece ng and 1 I I casted Ms 
he ed ! ict i t} neu te i ha } je \ 
tra oTa nist in itt r OOF ne A A ne har 


, “a NEW - FASTER « 
EASIER « Automatic! 


Destroys Old Papers 
and Records with 
No Hand Feeding 


The new "SILVER EXECUTIVE AUTOMATIC" Paper Shredder is the first 
stack feed machine . . . feeds itself automatically! Shreds confidential 
papers, records, time cards into !/,” strips—in seconds. Machine is a 
typewriter-size, portable desk model with full |// HP motor. Safe, easy to 
operate. Many sizes. Write today for details of 10-DAY FREE TRIAL. 





INDUSTRIAL SHREDDER & CUTTER CO. 





103 MILL STREET . . SALEM, OHIO 
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et telephone in gray. Tenite is normally PRINT DRYER 





furnishe for the attendant’s use, but = , Snecialtv Co., 1 \ 14th 
provisior - made tor plugying < N , ] \ } ~ 
operator s« headset t r re Atter al p Pes =F Pr ) 
i nit tra ifhiee the I ffers increas pril ny i t 
coming or going ! ng 
with dia ny stat n t 
The attendant can offer an incoming ca 
to an internal telephone user or answet 
a recall signal without the calling parts 
hearing the conversation Internal calls 
and ealls te central offies eireu ire 
completed ty dialing without the ser 
ces of the attendant Syste nas a 
capacity of 40 local nterna lines and 
1O trunks ecentra office connections 
Cabinet 1s on casters ar carl re ro 
into positior All equipment is containes 
in if It is only necessary to connect the 
telephone cable leads and plug into 
standard 110-volt AC outlet In the 
event of power failure, emergency set ninil 
ice 18 provided by a 48-volt dr battery photocopr leprints & other photo 
This syste! Cal te Htaine Oni grap! il - mg, % 
through the loe: telephone company ble-free service Positive ynimer 
Details fron above dress the Sinipere “ “ if peit pre er 





; i. For Continuous Form Work 







ff @ Increase Production 
— @ Reduce Costs 
— @ Adaptable to all Machines 
A ey @ Make INKED Copies 
Make @ Eliminate Carbon Paper 
1 Ongw @ Low ¢ ost 
ind 
4 Dupi Thousands In Use 
wut 
INKEL For Many Years 
Bl ‘ 


2, For Bookkeeping Machines 














PAYROLLS, JOURNALS, LEDGER 
AND STATEMENTS, ETC. 
@ Make INKED Non-Smudging copies 
@ COMPLETE VISIBILITY of entries ae 
@ Eliminate Carbon Collation rSsZ XL 
@ Eliminate Carbon Jackets 
DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 
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Famous 

the world over 
for instant answers — 
automatically accurate ! 


COMPTOMETER 


Adding-Calculating 
Machines 





More and more, businesses every- 
where are counting on Comptometer 
Adding-Calculating Machines... 
to speed figure work. . . to cut 
profit-wasting time and costs. 
Direct action gives instant 
answers. Three-way control pre 
vents errors--sSignals the 
operator by sight, sound, touch. 
Floating touch speeds work, dual- 
action gives you two machines 

in one. Call your Comptometer 
representative, or fill out and 
return the coupon below. 


FELT & TARRANT MANUFACTURING COMPANY é 


* 1715 N. Paulina St., Chicago 22, IIlinois 








. Please send me, without obligation or cost, complete infor 
COMPTOMETER ADDING mation about the world-famous COMPTOMETER ADDING 
CALCULATING MACHINES « CALCULATING MACHINES 
are made only by Felt & Meme 
Tarrant Manufacturing C . ‘ 
1715 N. Paulina St -ompany 
Chicago 22, Ill. Offices in ° Address 
principal U.S. cities and © City Zon fot 


throughout the world 
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me KOWLHAAS | Scns tran 
VERT-A-SORT eee 


GUARANTEES... ee ge ae 


... to improve sorting 

... to reduce your poner auagienge eee 
operating costs Cee Mes Ghee ta eS 

... to outproduce any eee aoe ee 
manual sorter i ali : 


on the market bein, orvit 


Send for this FREE 
CIRC ULAR: 





Pin to your 
Company 
Letterheed 





THE Kohlhans COMPANY 


8012 South Chicago Ave., Chicago 17, Ill 
Telephone BAyport 1-4433 





[} Give us name of your Local 


Representative 


Nom 
— WASTEBASKET SCRUBBER 


I ] Ty Brus] 7 Hi ritorde , ‘ 


r 
| 

| 

| 

| 

| 

| 1 Send us your Informative Circular 
| 

| 

| 

| 

| 

| Address 

| 


_-__— Ce ed 
r 


EE TE —_J offic k-th he ees one. akan 
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he hand method of ' 
ette ishe offer rounds «at 

scraps from basket Ihe whit 
installed on a bench top, waist high Ay 
operator places the baskets, re { 
time er anvion brust A hand sw } 
tarts the brusl tating Wauastel et 








t Se 
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ste. hk 








“| hated filing | too, hol CORRES-FILE.. 


now it’s laborless filing — and in half the time!” 


include the filing system too because 
Corres-File has become a reality. Designed 


For 60 long years the 4-drawer file has been 
a necessary evil — since 1893 filing clerks 


have been pulling, pushing, stretching, stoop- 
ing, kneeling, squatting — performing more 
like gymnasts than office workers. No won- 
der the personnel turnover for filing clerks 
is the highest — and comparative efficiency 
the lowest. But, at last, filing drudgery can 


to fill a vital and specific need, Corres-File 
eliminates more than 50% of clerical oper 
ating time this brings your filing oper- 
ation up to new heights of filing speed, 
efiiciency — and economy. Send today for 


be eliminated. Office modernization can complete information, 


THERE'S A CORRES-FILE NEAR YOU - ASK FOR A DEMONSTRATION TODAY! 


I'm interested in knowing more about Corres-File 
—and how it can save for me. 


Name 

Tit & 
Company 
Address 


WESTPORT, CONN. City 





- 
state 


Zo ne 
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DO YOU 
PLAY 
RECORDS 
THIS 


WAY? 


OR START CARS. 
THIS WAY?~_, 


FASHIONED 
CRANK 






OLD 
FASHIONED 


rik CRANK 


















Crank turning is the outmoded way of 
playing victrolas, starting cars, grinding 
coffee, etc. So why run an inefficient, 
outmoded office. You can do away with 
the time-wasting, pencil-eating crank 
type sharpeners by getting a self-starting, 
electric, completely automatic Electro- 
Pointer and sharpen pencils the modern 
way. Saves time, saves pencils. See your 
stationer or write Stile-Croft. 


COMPLETELY AUTOMATIC! 


BE MODERN a 
WITH THE ”7 


1825 MACKLIND AVE. $7. LOUIS 10, MO. 
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lar in construction. The machine emt RECT PRINT 
re COPY MACHINE? 


ADDING MACHINE 


B. Franklin Soffe & Assoriates, «39 DO you want CLEARER, 





tre escasive U.S. importer ‘ot “the | SPEEDIER COPIES ? 


Patapar: 


Translucent 


Parchment 


Patapar Translucent Parchment 27-45, a 
new type of Patapar Vegetable Parchment, 
was developed especially for use as master 
sheets (originals) for direct print copy 
machines 

Its clean, even texture and full 
translucency permits an intense vertical 
et light which re 


transmission of ultraviol 
sults in speedier operation and infinitely 
clear copies 

Note these other advantages: 


@ Excellent writing surface. 
Its white color provides contrast 
and easy reading 

e@ Perfect for printing with regular 
or opaque inks, typewritten copy 
and pen or pencil entries 





@ Price —Patapar translucent 





single and total clearing and : — 
ingie and to elearing and i repeat ‘ . 

: , , ; Parchment doesn’t cost —it pays! 
Key or multiplication, Singie and dou 

ble paper spacing control \utomat For proof of outstanding performance, write 
tape advance before and after totals an: on your business letterhead for brochure 
subtotals Q | easy ribbon chang containing testing samples. Name of nearest 
ng: automat . ri} m raval TY} Sa distributor on request. 

proof mechanisn s «cushioned on rubber 

fer quiet eperation, Babber rollers allow Paterson Parchment Paper Company 
ae mover i dlesk or Brist Penn ni 


son 


} ( 


Headquarters for Vegetable Parchment since 1885 
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HIGHT- 


es o 7 “ iii | 
in any office FILING SYSTEM 
totvpe, Inc., 1416 Roseoe 


the 


200'/2 TC 





3060 SERIES 
se” x 32” 








yveen Tolders or 
the drawer. rhe 
ens Sepa 

d tional pock 
folders 


con 


CATALOG OF COMPLETE LINE 
BY REQUEST 


OFFSET PLATE 


the avidson Corp... 20 Rverson St.. Brook 
. 
, 


WORDEN company Photo 


HOLLAND MICHIGAN 
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IT’S HERE... 


The World’s finest, most versatile, and most complete 
Magnetic Dictating, Recording & Transcribing Machine 


6 years in the making ...3 years of field 
testing under actual operating conditions in 
both Europe and the United States 


The cENSATIONAL 





with the and the 
WE VEC WWEQC I VELHS 

RECORDING Duplicate 
SHEET Sound LETTER 


A new eva in dictation-correspondence! 


SPECIAL DISTRIBUTOR PREVIEW 


We really have something good. If you are interested 
in an exclusive franchise, and have previous dictating 
machine experience, we invite your inquiry. Please use 
your letterhead, and give complete information about 
your firm and territory desired for prompt action on a 
franchise. We will then send you full particulars. 





peer, 


, 

ae < 
” e 

eg (r) 

-% a 
Wail | 


The Vanguard is the only machine of its kind on the approved 
United States Government Purchasing Schedule 


P.O. Box 3049, Telephone 3-6464 


0 BUSINESS MACHINES DIVISION 
ASHEVILLE, N. C. 








siderably 


THE ULTIMATE below metal plates. ‘They are for all 


olution when they 

ort runs, They do 

not requ I use of a whirler, dark 
sin Photorite Plates are avail 

sizes for all Davidson machine 

other mall offset presses, 

being n i by Davidson’s 


listributo ‘ iZation 


PORTABLE TYPEWRITER 
Alma Office Machine Corp., 164 West 
25th St., New York 1, N. Y., offers the 


Jolson Portable Typewriter which weighs 











only 9 lbs. and has a two-color ribbon. Its 








1014” platen will take a No. 10 envelope. 





a full size, 84-character keyboard, 
hearing carriage movement, fi 

tip shaped keys, visible seale, automatic 
This is a Meilink Class A safe. You can't 
buy a safe which will give your priceless 
records a higher degree of protection from 
fire. For this safe, like all Meilink Class 
A safes, has passed Underwriters’ Lab- 
oratories ultimate fire-explosion-drop test. 
Remembering that 4 out of 10 companies 
suffering a severe fire never open their 
doors again, you will not be satisfied 
with anything less. Various sizes, single 
or double door, with flexible interior ar- 
rangements. In the Yellow Pages or write 
the Meilink Steel Safe Co., Toledo 6, Ohio. 


Meilink Steel Safe Co 

1672 Oakwood Ave., Toledo 6, Ohio 

Please send me your folders on Meilink safes and 
Hercules insulated steel files 


ribbon reverse, quickly set 


tractahl paper suppor ! 


Vame 


State 
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This “free” file-folder kit will show you... 


How to simplify your 
shipping paperwork 


Cost-conscious firms have discovered that 
the key to efficient shipping and packaging 
operation is a fast, low-cost system for 
addressing and marking containers. That's 
exactly what this File-Folder Kit is about 

Described and illustrated are systems 
that make shipment addressing and prod- 
uct identification marking faster, cheaper 
and more accurate. You'll see how address- 
ing operations can be tied-in with the prep- 
aration of shipping paperwork, and how the 





entire chain of events leading to the address 
ing and marking of your shipments can 
be streamlined. And there are also product 
samples that you can try out! 


Never before has so much factual infor 
mation been offered on this important sub 
ject—and it’s all yours without charge or 
obligation. Make sure you get your Weber 
Label and Marking Systems File-Folder 
Kit right away! Simply fill out the coupon 
below and mail—today! 


NOTHING LIKE IT EVER BEFORE! Nota catalog of products 


but a file folder of systems created to streamline shipment addressing 


and marking, and simplify shipping paperwork 


label and marking systems 
Division of Weber Addressing Machine Co. 


Mount Prospect, Illinois 


Phone: CLearbrook 3-2405 


Please send me a Label and Weber Label and Marking Systems 


Marking Systems File-Folder 
Kit 

O Also, we would like to talk Company 
to your representative as soon 
as possible about improving our 
shipment addressing and mark- Address 
ing operations, and simplifying 

our paperwork. 


Individual 


Duk Orvice— January 


Dept. 8A, Mount Prospect, Illinois 





DIRECTORY BOARDS 





PILSAIN TOE 
Cornlol | 








; 


j 


| 


FPATHHE 


j 
: 
“| 





.»» NEW 
MODERN WAY FOR 
THE PRESENT AND 
FUTURE PROGRESS 


“Effective visual control of op- 
erations is achieved by use of 
sliding and re volving color and 
numeral discs The needs of all 
phases of business and finance are 
quickly and accurately recorded. 
Keep abreast of schedules and 
competitive markets with Planu- 
matic.’ 


Get the facts, write 


we 





© PRODUCTS CORP. 


= LANSDALE, PENNA. 


/-LANSDALE 
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Let us Custom Plan 


* THE DECORATION & DESIGN aa 


aos) 
* ALL THE FURNITURE we} °4 


FINE OFFICES 


If you need help in the 
complete planning and fur- 
nishing of your offices. . . if 
you want them to be differ- 
ent and distinctive, yet 
sensibly efficient, you'll 
welcome the single-source 
convenience of our service. 
Our trained experts plan 
and take over the entire job 
of design. Our specialty is 
to provide unusual furni- 
ture, CUSTOM-MADE, 
planned to your work needs 
...at a practically-low cost. 


Bea... ‘i Serving America’s largest on a national basis. 


OL oni Your inquiries will receive our careful attention. 


vA 


(oe 


| Gener ATlantic 1-2277 
iq wiped, Corp. 719 LIBERTY AVE. 


a PITTSBURGH 22, PA. 
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VISUALIZER CAMERA 


P. Goodkin Co., 8 
wark 2, N. J., makes the Camera 
ra which 
trans 
opy by 
ard 18 29” 


natural (i 


my 
| 
‘ 


24” 80 projec surface 1s 


obstruct ONS, Hane shadow 


Premium rubber tile, permanently 
bonded to a resilient sponge base. 
FOOT COMFORT Runners and Mats 
reduce fatigue by providing restful 
support to all who work standing. 
They pay for themselves in increased 
worker efficiency. Used at counters, 
machines, in corridors, etc. For Of- 
fices, Banks, Plants and Homes. 
Beveled edges; 8 marbelized colors. 
MATS: 18” x 30” 18” x 48” 24” x 36” 
36” x 64”. RUNNERS: to 36” width, any 
length. 

See your local office supply dealer or write 
FLOORING DIV., Dept. C-1 for prices, 
literature. 


THE HYGIENIC DENTAL MFG. CO. 
AKRON 8, OHIO, U.S.A. 
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anew concept of 
cash register design 


If there is one cash register which fully meets the pe 
budget needs of all small and mediun 

the magnificent new Regna DeLuxe! A cast 

machine a bookkeeping mach 

multiple functior 
figurework. Sturdy, pre i | 
maintenance-free! And note the Regna’s t 
so elegant, compact, unobtru e. Yet fora 
the Regna is low-priced, within easy reach of 
New manual or electric models with throug 


cases in green, ivory and maroon. 


Regna can print double cash receipts sible item indication shows cler quare-shaped “sculptured” heys 
(one for store, one for customer d customer individu ms, tt are far easier and faster to operate 


Regna Cash Registers, Inc. 


Fifth Avenue, New York 10, Y. 


n the Regna Deluxe Cash Reg ster 
ya Regna 
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THE 
PEC. COMPLETE LINE 
Pa FOR EVERY 
~ MACHINE POSTING NEED 


- 





TYPE SOLDERING GAUGES 
hely Dreusicke & , K-G, Lut 


POSTING TRAYS m™ ‘ af ! W D, anv, ake . 
AND STANDS is he follow v] ber type soldesins 


Tray models for ‘ , vauye for all of servicing work. 
sheet sizes from 7 % — a 

x 11" to 12" x 12 

Stands available in 

skeleton, fully en 

closed or with 


Fi ing Drawer 


Tvpe Solder 
ocket type tor 


ndard machines 


ia PORTA-MATIC 


POSTING TRAYS 


Porta-Mati« 
Trays avail 
able in 12" 


REGISTER FORM TRAYS 


Five ‘ ‘ c all standard 


POSTING BOX 
For payrol and 
other records w 
accommodate sheet 
sizes up to 9x! 
and 12" «x 12 
For prices and descriptive literature rite 


POSTING EQUIPMENT CORP. 
1026 Niagara St. 
Buffalo 13, N. Y. 


Canadian Associate: PRESTON-NOELTING, LTD 
Stratford, Ontario 
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DON’T LET YOUR INCREASE EFFICIENCY—REDUCE 
ATTRA Zot Te ne ACCRA-FEED 


SF hj 
if you are an average 


firm the stack of papers 
you handled last year is 
many times taller than all 


your buildings together! 


COMPILES UP TO FIFTY 
IDENTICAL SETS OF 
PRINTED MATTER IN ONE 
OPERATION, ORGANIZ- 
ING EACH OF 125 
DIFFERENT PAGES IN 
PROPER SEQUENCE FOR 
BINDING, STITCHING, 





STAPLING OR BANDING. 





ONE ACCRA-FEED COLLATOR 
DOES THE WORK OF FIVE 
OR SIX PEOPLE 





IT TAKES ONLY ONE GIRL 
TO OPERATE TH 
ACCRA-FEED 


The Accra-Feed Collator makes it pos- 
sible to assemble reports, forms, speci- 
fications or catalogs at a speed reach 
ing 6,000 sheets per hour... and 
without disrupting office routine or 
diverting personnel from more profit 
able jobs 

Efficiency is increased. Cost is re . 4 
duced. After the machine is set it runs . 4 “A 
itself and shuts itself off upon comple 
tion of the job. Scanning devices auto WRITE FOR FREE CATALOG 
matically eliminate unprinted pages ARRANGE DEMONSTRATION 
An adjustable micrometer rejects double 
sheets. An electronic system prevents 
missing. Name 

The Accra-Feed Collator is already 
in use at Ford, Chrysler, General Firm 
Motors, the Labor Relations Board and 

. Address 

many other industrial and govern 
mental organizations. 


iad te)+)tleiie), Bal ie)+)'] ose ook 





City 


State 
12790 WESTWOOD « DETROIT 23, MICHIGAN 


VErmont 7-6036 PLEASE ATTACH TO YOUR LETTERHEAD 
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CHECK THESE FEATURES 


@ Heovy gouge rust-proof channel steel side-plates and 
horizontal steel stackers carry the load, leaving 
drawers free of weight. 


@ Side plates have key-hole slots for bolting units 
together side by side. Bolts furnished. 


@ Masonite board is used in front and back of drawers, 
covered with same high grade corrugated fibre board 
used throughout. Finished in fade-proof modern 
office grey. 


@ Heavy metal drawer pull holds identification card. 
Recessed easy-to-grasp handle. Produces neat front 


office appearance. 
@ Shipped fiat. Assemblies quickly and eusily. 


@ Stackers on bottom form feet for sanitary base. 


SOLD ONLY ON A MONEY BACK GUARANTEE 


Send today for FREE Catalog picturing and describing 
economical record storage products for every business. 


174 








Phantom view shows how one unit stocks 
on top of other with factory applied 
steel side-plates and steel stackers 
making sturdy steel shelving as high 
as desired 








No. 511 LETTER SIZE 
Inside Drawer Dimensions: 12'4" x 10',” 
x 24” long. 
PRICE, CARTON PRICE, 
H EACH 


EAC 
ZONE | $4.90 $4.70 
ZONE 2 5.35 5.15 
ZONE 3 5.60 5.40 
PACKED FLAT—4@ to CARTON. Wt. 48 
ibs, Unit consists of four pieces, shell, 
drawer and two steel stackers 
Write for details on Check Size, Legal 
Size and Conversion Units for Vouchers 
and Ledger Cards. 


BANKERS BOX CO. 
720 S. DEARBORN ST. 
CHICAGO 5, ILLINOIS 
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It comes with one sub-plate rr the de 
sired make typewriter and one type 
guide block for types witl vel mark 
With electro-magnetic 
Additional sub-plates, $9 each, 
f.o.b. above More 


items can be had from above 


block it is $12 
\ll prices 
information on al 


address, 


CARBON COPY NUMBERER 

American Numbering Machine Co., 
Brooklyn 8, N. Y., American 
Model 41¢ 


chine for use 


makes the 
Carbon Copy Numbering Ma 
carbon 


where mult ple 


copies must be numbered in one opera 
J I 


tion. This machine will print numbers 
through 12 to 15 carbons, producing a 
egible impression on all sheets including 
the last. Its figures are engraved to give 


clear, bold in pressions and the use of 
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Makes 60 
Copies a 
Minute 


TURNS OUT 
© PRICE LISTS 
* MAILING 

PIECES 
* POSTCARDS 
* BULLETINS 
* MEMOS 


Speedliner 
Duplicator 


awww of 


r FREE BOOt 


TRY MACHINE 10 DAYS FREE TRIAL 


SPEEDLINER CO. 

4404 Ravenswood Ave., 

Chicago 40, Ill. 
PLEASE RUSH ME FREE BOOK ON 
LOW COST DUPLICATING 


Please send me one Speediiner Duplicator 
to try 10 days no cost. If I'm not satisfied 
lil return it. If | wish to keep it | end 
payment? piar 


my check or write for 
NAME 
ADDRESS 
CITY STATE 


DEALER INQUIRIES WELCOME 








NOW! 


Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 


NEW ” Banthi mm 10 





portable shredding machine tal especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 













YOUR PAPERS 
GO IN HERE 






FREE: Colorful { 

trated descriptive . 

geen’ cecuren berry UNREADABLE 
Write cups £ SHREDS COME 


BANTAM 10 nm your OUT HERE 


-the SHREDMASTER 
C CF. howvelad tT 
, 
A Division ef Seif Winding Clock Company, inc. 


203 Willoughby Avenue 
Brooklyn 5, N. Y. 


cost 











istrated liter 


ADDRESS LABELS 


addressing 


el Co., 9-D Murray St., 


makes Carbo-Snap 


THe Orrice 


green, 


any econ 


lf and 
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aturé 


ind showing 


eC Address, 


New 


low 
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canary, 
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At last! 


%& An Electric Adding Calculator at 
manual machine investment. 
"Unilectric’ actually costs less than 
other manually operated machines. 


% Asolution of the “help” problem 
"Unilectric’ operators learn quicker, 
produce more, stay happier, 
longer in their jobs. 


Over 150 sales and service points 
in the U.S.A. and Canada 


CHICAGO OFFICE 
127 North Dearborn Street 
TORONTO 
Plus Business Machines Ltd. 
1 St. Clair Avenue West 


MONTREAL 
Plus Business Machines Ltd. 
1217 University Street 
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+ ToV | a 1 
oF Ls? ELECTRIC 
ADDING CALCULATOR 


Model 909U (Illustrated) Capacity 9/10 $496 
Model 912U Capacity 12/13 $598 


Manual models also available in 6/7, 
9/10 and 12/13 capacities 


Pius Computing 
Machines, Inc. 


5 Beekman Street, New York 38,N.Y 
Telephone REctor 2-0045 


Plus Computing Machines, Inc 


Dept. A-} 


, 5 Beekmon St, N.Y. 38, N.Y. 


Please arrange a free demonstration of the Unilectric Adding 


Coiculator 
Nome 


Company 


in my office without obligation on my part 














Set type 
(like this) 
im Your own office 


with the ~~ 


Pcie, Save money on your 


OFFICE FORMS 
HOUSE ORGANS 
SALES BULLETINS 
CATALOGS, MANUALS 


2: 


a word! 


Now anyone in your office can do @ perfect 
ob of setting type copy with the TYPRO 
Use if to compose your office forms. Use it 
with the smart hand-lettered stvies to give you 
sales messages more IMPACT. Set display 


copy 
for brochure catalogs + 
be reproduced by offset 
and most dupli 


house 
etterpress 


oraans 
organs 


k screer 
cators 
The TYPRO gives you 


razor-sharp. professiona 


typogrephy automatically in regular type 
faces and smart hand lettered styles n 
izes 6 to 144 point with additional versa 
tility for unusua fanc y etter ng efect« 

Slash your type costs save Photostat and 
camera costs. Make offset pilates d rectly from 
the TYPRO proof: Cut paste up, line up 
opaquing and artist cost Eliminate delay 
compl ately 

For full information about TYPRO'S 35 exclusive 
advantages for a demonstration < p and 
send coupon below 


GET THE COMPLETE FACTS TODAY! 


HALBER CORPORATION 
4151 Montrose Ave., Chicago 41, Ill. 


TYPRO 
TYPRO 


Arrange demonstration of 


Send more information about 














‘ ; ‘ ‘ 
tt, 7 7 tir ‘ ft 
{ vart 

! ( a 

Per re e Cart 
i 1 ! r i 
ind } I ect (arbo-st! 

#t “1! r i 1 ! 1 pe 
tl I ‘ rH el r ttac 
needs | } 





MARGINALLY PUNCHED 
STENCILS 


Weher Lahe & Markin Svstems 
Dept SA, Mt. Prospect, Ill, makes 
Weber Continue-Matie continuous mar 
ginally punched steneils having a print 
ng area 5M wide by 2” deep and pri 
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¥ 
he 


Waser 


~The file with the | 2 
EXTRA drawer capacity > 














f 
/ 


ore filing capacity (+ 33'/2%). 
6 loss of floor area or height. 
remendous saving in work pro- 
edure—time—office traffic—rent. 
Critical space conservation. 


SPECIFICATIONS 


@ Full progressive suspension. 


@ Ten rollers per drawer—4 ball 
bearing, 4 solid, and 2 floating. 


Six reinforcement posts 
Side locking positive compressor. 
Full bottom reinforcement base. 


Modern, easy grip aluminum 
hardware. 


Sofety rebound drawer catch. 


Best grade furniture steel 
electrically welded and fabricated 
by master craftsmen. 


Full plunger cabinet lock available. 








Folders and guides available. é 
y 


~~ 
at d ' 
c v 
clors: grey or green | 
Frost Tan or Frost Green 4 


THE FILE THAT PAYS FOR ITSELF IN SAVINGS! 





THE GREATEST ADVANCEMENT IN FILING 
EQUIPMENT IN 40 YEARS! 


immediate Delivery Literoture Available 
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nor 
I I 


Handy to Have 
Have them Handy 


5 


Manufacturing Company 


Framingham, Massachusetts 
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These 


and 








BR } S h ] \ paimy ( distributed by ry 
usiness Schools oh guns cn Agger Mag Svs. sr 
erelal purposes, usually is not suited 
to classroom use Materials, noweve 
| resourcetulness, the attitudes Vhiiel contribute to wv be er unde! a 
make tor a good office worker, ng of our business system, of manu 
reneral occupational Competence facturing processes, ol modern method 
matters are otf mutual coneer ot oltre operation, can be quite uselu 
should certainly constitute an area LESEAR “Just another questionnaLr 
mutual study. from somebody rh Lae) 1 degres 
S CT I¢ Al MATERIALS Busines the Trequent reaction of the reese (y 
be ot help through the provisior of the questionnaire. | vranted tl 
materials with educational emphasis many such researches are ll-ad 4 








With an inaccurate mailing scale, you frequently 


Overpay postage, wasting money...Or u 


resulting in “postage dues” and loss of 


customer good will. Even in a small office, 


the overpayment of 3¢ postage on just « 


letters a day may waste nearly $100 a year! 


A PB precision mailing scale has an 
automatic pendulum action, fast and a 
... with a big hairline indicator and wi 


spaced markings, easy to read... and saves 


time as well as postage in mailing! 

PB scales pay their way in any Office. 
all kinds of mail, including parcel post 1 
70 Ibs. Ask the nearest PB office to den 
Or write for the free illustrated booklet. 


FREE: Handy chart of Postal Rates 
with parcel post map and zone finder. 


PITNEY-BOWES 


Mailing Scales 
PITNEY-BOWES, INC. 
3462 Pacific St., Stamford, Conn. 


Originators of the postage meter 


offices in 93 cities 
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i dozen 


ccurate 


le- 


Models for 
Ip to 
onstrate, 











“VICTOR 


Trade Mark Reg U BA 


\ CELLULOID INDEX TABS 


. \ 
 — Just a quick cut of the scissors 
\ a gives you fast, neat, accurate 
"a \\ indexing with MAK-UR-OWN 
i \\ Index Tabs. These easy-to-use tab 
\\ \ \| strips can be custom-cut to suit 
any indexing job you have. Take 
this short cut... the MAK-UR- 
= OWN short cut... to handy, eco- 


nomical indexing. 


ONLY MAK-UR-OWN HAS ALL these FEATURES! 


@ MAK-UR-OWN Celluloid Tabs will not burn, @ 7 popular colors. Blue, red, green, yellow, 
crock or warp orange, pink and clear 

@ Beaded edge reinforces tab for easy pickup @ Skirts of closely woven cloth; flexible, tough 

@ 6 inch strips cut to exact size you want. @ Gumming adheres instantly — permanently. 


Drop in on your stationer today he'll be glad to show you the MAK-UR-OWN short cut 
to quick, economical indexing. Ask for it by name— MAK-UR-OWN you can’t do better! 


DEALER SALES DIVISION 
315 FOURTH AVENUE - NEW YORK 10,N.Y 
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and the 
Y et, 


Instrumetts poo! ly constructed 
there values in 
that student, 

the problems ol 


whether done by 


are acquainting 
with 


business. 


teacher, o1 some oft 
Re search, 
a graduate student or 
by business itself, if done scientifically, 
is the logical approach to the solution 
ol many 


and business 


problems concerning business 
education. Results of re 
office should he 


education 


search in operations 


made available to business 
tor the Improvement ot its methods and 
materials. What the areas 
in which cooperative may be 
carried on? 

Job What is 
able day’s work for a typist, a stenogr: 
pher, a machine 


clerk?) What is 


vrinninye olties 


are some oft 


research 

(a) standards, a reason 
veneral 
the bn 


Objective, re 


operator, a 


‘ x pected ot 


worker? 


search-proved data pertaining to office 


standards for various basic office opera 


tions would be DUSINESS 


helpful to 


teachers in defining and establishing 
training objectives. 

(hb) Job analyses. Just how are the 
basic clerical tasks performed most el 
ficiently? It is recognized that many 
businesses today have made — studies 
along this line for their own organiza 
tions but they are not generally avail 
able to schools ey scriptions and 
graphie portrayals of the steps in per 


forming jobs assigned to beginning ol 
fice workers, especially, would be very 


helpful in providing better traimuing 


(¢) Job satisfaction. The turnover 
among clerical workers is high. Some ot 
the causes are unavoidable; some are 
avoidable. Research in this area is ex 
tremely important. It is costly to busi 
ness to train an employee ino a special 
ized task and then lose him The busi 
ness teacher could do a better ob of 
pre-orientation if he knew the causes 
of satisfaction and dissatisfaction 
among clerical workers He could be of 
assistance ino matching the job with the 
individual and, perhaps, in preventing 
much subsequent unhappiness. 

(d) Promotion pProltetes and job sf 
(Ue nces “You come with our firm and 
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So that’s how you do it 
—with AW.FABER 


ERASERSTIK! 


Copan 
wYN . 


The neatest trick a new 
Typist or Secretary can 
learn is the EraserStik 
habit. 

You'll save yourself 
many bad moments of 
criticism if you make your 
erasures with EraserStik— 
clean and quick, without 
a ghost showing. 

This white-polished 
beauty is encased in wood 
and shaped like a pencil, 
Easily sharpened by pen- 
knife or mechanical sharp- 





v.S.A.7099 





cCHKYVIL 


= v.s.a.7099B 


ener. With and without >| 
brush. a 





You'll turn out cleaner 
letters and win executive 
approval if you use Eraser- 
Stik. Get some today. 


*For best 
expose rubber point 


about 3/16”. 


ALL 


performance 





ERSTIK © 








rn GraserS7ZK & 


; 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3. N. J 














PINK PLASTIC 
PUTTY... 


of 
writer type rather than washing 


i? into the machine 


thet pulls the dirt out type 


Flatten the putty 


by pressing very 


firmly 





Press it on all of 


the type. Do not 
rub 





Fold the putty 
upward to origi 
nal pyramid shape 





é 

NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes 
NO HARMFUL FUMES to caovie headaches 
or colds 

To make neot erasures— just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 


Dealers—write for sample and cost 





BUD TYPE CLEANER 
BOX 4644 
12,MARYLAND. 


Ld ° 
BALTIMORE 


84 
















( take care of you,” doesn’t satisfy 
the graduate toda He wants to know 
what h Chances are for promotion. 
What are the lines « advancement in 
the organization? Tf ul ( appraises 
“al applicant ay tern ol what he can 
contribute to it now and in the future, 
“Ht it just as natural for the applicant 
fo be concerned about what the business 
can do tor him? \fter al he may 
ork ther ror tl next 40 or 50 vears! 
me Ag < An eXPanision of the sum 
mer provran now ponsored ty many 
Companies lor using teachers is 
greatly needed T) Ivpe of program, 
whereby the teacher become acquainted 
with Ove! i om ferment problems and 
operatio Is Tar more aluable than 
inh assignment to a routine task which js 
lrequent] the lot oft teachers who seek 
unmer employment Think what. it 
vould mean to business and to business 
education ! CTS OF Woo will, better 
understanding nd better teaching. if 
5.000 HDusines teneher lrom hid 
schools and colleges could participate in 
these summer programs 
SLT 1950, thie Humber Ol colle 
vradua qualified to teaeh business 
subjects has dropped 370! \ larev 
Proportion of these vraduates, even, ac 
cept jobs in business rathey than wt 
feachit DeCCHUSE ol highey salar 
Chat is a very under tandable thing ror 
“@ man tO do, especially if he has a 
family te upport But what 
los ‘ cline stion 4 The upp : r- rn 
I | ) quali 
fied tenet} ? ! mu rie nad } other 
specialized 4 eriou now ind 
Peer more ( thie ( 1 lew 
Veal The rr lil ae | pe? hahl rl 
t ai ? lity hicst oller 
! HDUSINGSS or fl t the 
taught pb Hngu hed persoy 
1 wt \ lhhe THis leet thie 
ol tr ed graduate lor offies 
’ 7 tied 
hu ( ! ( rts te ecure 
Salar d thu retai ! t 
quatihed te ‘ PCOSSar 
Calle TogTal Bus 
THe Ovvicy January, 1955 






























| A 
| (qm 


Minifon works on Battery 
or AC, records up to 214 
hours at a time, plays back 
through own earphones, 
Minifon Conference Speaker 
or any radio speaker. Re- 
cordings are fully controll- 
able, easy to edit or erase, 


re-usable — and may be 


mailed as letters 








Dealers and Distributors 





how to hear the heartbeat 
of your business ... with 


astalnieya 








world’s only Pocket Recorder 








1. Slip Minifon in your pocket and forget it— 
while it secretly records interviews, conversa 
tions and entire meetings 

2. Slip Minifons in your salesmen’s pockets 
and get secret recordings of dealers’ and con 
sumers “off the record” opinions 

3. Slip Minifons in the pockets of your travel 
ing executives have verbatim field reports 
mailed to you as letters as soon as they're re 
Receive them weeks in advance of 
reports — and free of the errors-of 
memory which written reports often contain! 


corded 
written 


4. Use Minifon as a traveling secretary, too! 
“Talk to it” while you drive, fly or play golf 
Hides in your pocket and hears all 
back control for your typist, too 


has d pl iy 


Minifon is the world's highest-precision 
recorder ... easier to use, easier to 
listen to. Get full facts from Dept. J— 
GEISS-AMERICA, Chicago 45, Ill. 





: A few valuable Franchises available. 





FILMOTYPE 
offers the 


RIGHT ANSWER 


COST a 12-inch line of type 
or hand lettering yours for 
less than 5c! 


SELECTION —-Over 700 styles 
and sizes from 12 point to 
big 144 point! 


QUALITY—Sharp, black proofs 
perfect for reproduction... 
yours in minutes! 


OPERATION—After } hour in- 
struction, anyone can be an 
expert! 


SIZE—Only slightly largerthan 
a typewriter! Fits easily on 
any desk! 


Write for complete details—today 


Dept. 0 10 


FILMOTYPE 


60 W. Superior St., Chicago 10, Ill. 
4 W. 40th St., New York 18, N.Y. 


on have many 

cooperation, Lo! de 

good will, mutual understand 
appreciation of eacl other’s 


problems Who will take the 


Memory of Business 


| 


| t aocumen 


new ideas on what constitutes 
tation. A major task tor records man 
agement is the development of precise 
techniques for creating records today 


for permanent retention and avail 


ability in the future, to serve legal, 


administrative, research and _ historical 
purpose 


machines and duplicating de 


which produce too much material 
routine nature ind transient in 
terest, can be used tor the long-range 


program. They ean be utilized to trans 


mit, sort and tabulate data that other 
wise would be lost in the mass of short 


lived matenal destined for the waste 


pape! dealer The machine vill hecome 


beneficient monsters tabulating sum 


mary data in concentrated and useable 


form tor preservatio in the company 


‘ 


techniques will 
De emploved to I} vaps in docu 


mentatior SOME ¢ amples ol types ) 


information that may he placed In a 
compal v’s time capsule melhude 
1. Microfilm copies ot vital doeu 


ments such as board minutes, committes 


eports, | rineering draw 
vs, ete 
> 


Recorder 


ePXeCULIVeS, CO reflections 
and opiniol 1 poles and 
| 


CLeCISLOTLS 


) Motion 


| Samples 


packag ny, ete 


» Photographs, char 


6. Outside comment company 


operations o1 personnel 


Vspaper and 


THe Orrick January, 1955 





phates if Pi | . erany I ! I | a 
MmaAavazL ert el publ 


tious, remarks by labor lons, ete 


This is 


intended to point out the many ditferent 


ull 


ol 4 partial list of materia 


| 
clin 


umentatiol 


Lrecze " 


len iL 


picture ot Company acy 


time, 
The 
pole te 


ana 


time capsule 


pieture Hpecause 


WHhV aA decision 


Wiis 

as What happened Its 

hye vond that of an admu 
tool 

spotlight actions are 


subject tw public, 


thie 
rovernment 
and employes 


Ver I a 


eorut 


remart 
taken out ot 
adequate! CX plane 
favorably 
the 
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Whe 


lable 


upon the 
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ra 


Zation 


key reco are adily ava 
propel 
cuards, mn 


vill be 


microfilm o7 Noa 


people with e propel 


sconce ptions and 


reduced Ke records, Prozen 


coutrolled rice 


customers 


Mtenee, 


thee Caden 


it Thus 


Vork eam { systems 


cedures already ened 


concept Ompal 


freeze” thod 


documentation 


prlene ae 


bhormation, 
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‘ prone 


Opiion CXPPLess 


be as tull of import as a formal 


Only by combinu record 


echniques with ral story techn 


ean we achieve ] in eration 
bor Tine 
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compal 


capsule provra 
! nted ( 
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record 


MmanAveTHG! 
ey tie 
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Engineered For 


Peak Performance 


SIMPLEX 
Peerless SENIOR 


The Big Brother of the pop- 
ular Peerless Jr. Designed 
for greater capacity at 
mum Versatility 
enim its use for 

photocopy, blueprint and 
photographie papers. Backed 


hy 


rrinnnt- 
cost. proy- 


drying 


6 years of manulacturing 
boutlding the 
dryers 


experience 
finest 


in photoprint 


@ Dry print 18 x 24 inches 


on 20 inch belt 

@ GREATER CAPACITY — Ave: 
aye of 130 &'» x 11 prints per 
hour 
LOW COST OPERATION 


draws only 12 amperes. No special 


up to 
width 


wiring 


SIMPLEX SPECIALTY CO. 


required 





@ THERMOSTATIC HEAT CONTROL 


temperatures for 


@ Rugged 


Construction — 


116 West 14th St., N. Y. 11, N. Y. 





Ma 


tains 
proper drying 


assures long trouble-free operat 
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# RELAX! 


[MANPOWER SUE 


Yes, reach for 
your phone and 
dial your problems 
Call Man 
power Sue and re 
lax, because Man 


away 


power, Inc will | *» hy 
solve all of your Le j 


femporary and 


peak period prob X F b 
lems Accurately! vy s 
and on time. wa 


STENOGRAPHY 

ALL TYPES OF OFFICE WORK 
TYPING 

CALCULATING 

TELEPHONE ANSWERING 
DIRECT MAIL HANDLING 
MARKET SURVEYS 

CAR UNLOADING 
WAREHOUSING 


ee 


Our Service is tailored to fit your spe 
cific needs. All Manpower, Inc. em 
ployees are tested, bonded and fully in 
sured, to give you maximum protection 
and save you money. Use one or 1000 
Manpower employees in your office or 
ours, for 4 hours, a week, a month, or 
longer. 

You can deal with Manpower in confi 
dence. Manpower, the 
complete business service 


nation’s largest 
operating in 

over 35 major cities, 

high standards of 

to coast 

FREE ——-——.. —_- — 

Just drop us a note for FREE leaflets 

“Get that Job Done” and “Tax Savings 

under the 1954 Revenue Act’. No ob 

ligation. 


manpower, inc. 


A 
DEPT. 055 J | | 
MILWAUKEE 3, WISCONSIN 


offers you the same 


service from coast 





pecome 


management! nut 


pay 


uUnvOroKe! 


‘ 


mereiy 


‘ | 
ive , 


Puture 


another bur 
means ol 
vely current 
iluable ma 
Intorma 

We 1} iil 
yonsibility It 
achievement 


made thos 


W hat more fit 


to those men 


chronicle 
What bette ! 
genera 
‘ 


1a endow 


orporate lore 


Machine Accountants 


keep hy 


Ope nt 


Machine 


aware Ol 


Tris 


accountant to 


mation? Where is he able 


he “taets of life” in regard 


appl cations 


eount 


Pik Ovvics 


hi pitfalls 
hy contact 


( Ape! eMC 


t? Where bet 


Intormation 
vanization 
machine 


necount 


ning to 
nd indus 
With tor 
field. Ey 
too Tew ot 
complete 
account 
igaged in 
other 


thooks, 
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ey Se Meee | “When Does 1, Divided by I 


ment SCHOO!LS sponsored 


manutacturers, are among I , EOI AL 2? 


methods available for f F ... One large room can easily become 


But remember that machine account two by letting us install one of our 
ant must 3 only a specialist i modern Flush Type Partitions in your 
hut at least a semi office, factory or showroom. 


machine accounting 


specialist other fields So. we ag 
come to the point that the machine ac 
countant should have 4 commo! mee 
grou! with other machine account 
) ill phases of his requir 
ments may |} discussed 
While there are many 
vanizatior | iw today 
much ner 
cerned Vv ! account 
agement Tunetions, if Was not 


bormatioi ! ! National Mael 


eountatits 
that an or 


tor mac ecoul VHS ‘] are ty x the flexible 
' d program ‘ 


monthly a chapter meet 


membership al OpPportur 


information and edueation on almo 
everything Trom personnel relations| 
’ velopments 
fast growing electrons field 
port and turther enhance the servi 
rendered by local chapters, NMAA pub 
lishes a monthly magazine, The Journal 
oft Machine lecountin /, Sistem ai 
Vanaade ment, wl ich pe rmits a tres flow 
ideas to be exchanged trom coa 
ional convention 
heer 
( thous: 
‘| hese conventions 
accountant the opportu 
| pro Free-standing, self erecting partitions 
also available. 
him \ i eGuipmel 
HEOCOCSSOT IE i Hit | operat ol 
ther bene 
members! 
committer 


ve lopmet Our expert layout speciali 


at sour ervice 


com 
ents Dealer inquiries invited 


IRWIN CASPER, INC. 
101 BROADWAY, NEW YORK 13, N.Y. 


Machine ; units : Walker 5-2555, 25536, 4211 


i provblen 
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DOUBLE 
FILING 
CAPACITY 
with 
NEW ATLAS HANGERS 


New Plate Hangers 


pee 





New SH Series tug type hangers for serrated edge offset 


plates DSHA (1i2" wide) Hanger files two i0', 
plates and DSHB (14” wide) file two ti'/2” plates. The 
22” wide DSHC (illustrated) files two 20'” plates or 
four 102" plates 


New Stencil Hangers 


4 mm 6 © 





The tug type stencil hanger now in 22” width New 
DSC Hanger files four stencils on each hanger and may 
be used in C Deluxe and C Jumbo Models 


C Jumbo Model 


Files 20'/, wide 
and/or 10°, wide 
plates, negatives, sten 
cils, etc. All steel con 
struction. Finest cradle 
suspensions. Dimen 
sions: 52°° high, 26!/2"' 
wide, 28'' deep. Your 


choice of five different 
Atlas patented hangers 


Jumbo Model also avail. 
able in 16” width for 
tiv,” hangers (A Jumbo 
and (8'," width for 14” 
hangers (B Jumbo 





Write for complete details 


| A 
iene =e tare 


OOO C1EROT RE GPF! MAtES & MEGATIVES © Oey ET 


ATLAS STENCIL FILES CORP. 


16716 WESTFIELD AVENUE 
CLEVELAND 10, OHIO 
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themselves to accept the challenge to do 
a better job tor then employers by 
keeping them informed on the latest 
equipment and methods, and by avoid 
ing complacency and archaic thinking. 
The fact that in three years the Na 
tional Machine Accountants Assn. has 
grown to 80 chapters in the United 
States and Canada with more than 
5,500 members attests the value of such 
an organization 

If those persons concerned with ma 
chine accounting in your company are 
not now members of this association 


contact your local chapte r today so that 


you may begin now to take advantage 
ot the benefits and opportunity s offered 
by the National Machine Accountants 
Assn 





Biggest Cost Factor 


? 


Qn a different basis of comparison, 
we found that in 1945 only 10% ot 
othees in the Montreal area observed 


the five-day week; 88% of them worked 
H% days and 20% worked six days Ih 
1955 the situation had changed to a 
marked degre In that year, we found 
that S6% of offices worked a five-day 
week and 14% worked a 5'-day week. 
We estimate that in the Montreal 
metropolitan area there are approxi 
mately 100,000) office workers, slightly 
over 50% of whom are females. We 
calculate their present average salary 
at $2,600 per year 
An interesting sidelight @aimed in ou 
nvestigatiol was that othe workers 
represent only about one-eighth of the 
male labor torce but nearly one-third of 
the female labor torce In other words 
one out of every three girls who goes to 
work seeks office employme nit This ae 
counts tor the preponderance of temale 
office workers in the labor fores 
Our studies led us to a lot of sharp 
peneil calculations. They showed us, for 
instanee, that if improved office man 
agement including the lization of 
Pie Orvrice— January, 1955 








modern machinery and streamlined 


methods, could result in a saving of te 

minutes per day throughout the entire 
office work structure, a reduction in cost 
SCVEOT million 


dollars per 


Montreal 


amounting to 
vear would be achieved in the 
metropolitan area alone. 

We were helped immeasurably in our 
research by annual surveys which have 
heen 
by the 
surveys 


conducted tor the past ten Vears 
Montreal Board of Trade. Thes 

covered representative em 
halt ot 
the entire office worker population. We 


plovers accounting for almost 
0 utilized the statistics published by 


the Dominion Bureau of Statisties aris 


Ing out of its census data and its con 
tinuing surveys of the labor force 

In the light of these statisties, it was 
that Montreal NOMA 
“time” theme for its 1954 
Show. Not only is there a 


burden on 


not surprising 
chose the 
Business 

olfice 


tremendous manage 


ment to utilize time to better advantage 
but there is a distinet obligation on the 
those who devise 


part ol all of equip 


ment and systems tor office use to con 
stantly endeavor to improve their prod 
ucts to do office work faster and more 
efficiently 
Long before the show took place, ‘ 

hibitors told of the 
was suggested that they 
their 


equipment 


were theme and if 
Incorporate in 
thei 


would con 


exhibits such features ot 


and systems as 


tribute to better utilization of time. The 


result was an enormously interesting 
show, Atter it 
exhibitor — re ported 


actual 


closed, almost 
that he had done 
during the three 
davs than he ever had done at a NOMA 
show than he had belheved 
possible. than 20,000 visitors at 
tended the the 
time hence, 


every 


more business 
before or 
More 
show and Interest in 
and 
evidenced by thei 


right on the 


saving money, Wis 


purchases of new 
equipment premises 
Office managers generally are ready 
to accept the desirability of saving time. 
One does not have to argue overlong on 
However, it 


this subject appears that 


only by some dramatic disclosure of 
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Any Space Becomes 


STORAGE SPACE 


IN A FEW MINUTES! 


PERMANENTLY OR TEMPORARILY 
with 


BULK BINS 


Anyone Can 
Assemble or 
Disassemble with 
Just Their Hands! 


No tools! 
No bolts! 
No screws! 


Here is today’s most 
Bulk Bins 
immediate installation 
set them up in minutes 
move them whenever 


storage 


justable to store 
nently or temporarily 


tested—safe and 


large 


Compare Bulk Bins 
methods and see the 
an save Write ! 


tions and price 


Shipment made to any part of the world. 





IRWIN CASPER, INC. 
101 BROADWAY, NEW YORK 13, N.Y. 
WAlker f 











e possil 1¢ hat car result trom 


nes; rr. i ‘ our researcts into 
{ av Cost ! This Montreal 
metropoliti area, can del te action, 
cnlculated ‘ | ze tine ‘ better ad 

‘ ave rT produced Vi | hat b 
no the NOM \ he oO call attentlor 
ti hat 1 ble, we have gone a long 

| 1 “ul timulating a material sa 
U ‘ fir ollies operations and al 

4 ‘ , this ( ( ae HDUSINGS 




















ay { eye «ul ‘) er, G ‘) ] if ana 
ment oO mue } ' reased pro ~ 0 
) 
Py ‘ ‘ dvngamye accelerating 
} lores VN re | el mucl What 
=} | 
“AL, \) J i olhe. 1 } a l Those People Wild 
uN J 
\\ a &\ | pr ‘ Thic things \« (do corre 1 and 
\ - ' 
TRY THIS a yy minimize our error al the one Who 
make u mprove herr encouragement 
MODERN WOOD BLOCK i) 0 wi our seit winintence, wate 
' i 4 lan thint VecH hHecome equal to oul 
STAMP PAD! e*eeeees probiemns and gain the high octane in 
cont eto vo ol ae ever, praise must 
ay Cronuln NeOeVe! nake tiie mistake 
| Wood Block is chemically , 
j treated to hold large arnounts a HIRING Mi Mecni Cal, UIsincert 
| of ink and to feed just the praise cAl CTrVe aS : ibstitute for the 
| right amount to the surface! ' 
° real thing atter ‘ ort ! 
Outlives | Ink dries instantly on paper a , pissin 
| yet never dries in the pad! ferteit that Too Golils Ose people Wie 
T ; Pad surface is always flat and \ nto he looted 
wo firm does not collect lint! 4 
| ,ppres tie ( ehnceouragemenl are 
‘ | Ink cannot gush up between 
Ordinary | the type causing » blurred le two taces of a volden comm whieh, 
, , 
| 'm™mpression whet put nile cireulation, ofter HUY 
Stamp | Impressions are always whe not It 1, 
\ i Hig al ~ ‘ li 
| strong, clear, brilliant and intone er ssi aie Pp sien 
p | waterproof! to the proud and leave the dono 
ads Ink penetrates pad quickly, riche. rathnel Phil poore! \\ tT! 
' will not stand on surface as : ’ 
with ordinary pad! col e need no longer sig lor 
| Clear-Print Ink and Pad are heal I ry Senerous, Lor Ce are 
| never affected by moisture or ndeed Spend this coin conse entiously 
| humidity! : @ 
and Wisely Vith each of your emplovees 
I} s truti allects eae! 
gladly sent to interested Dealers! 
or each emploves V1 
and put forth greater effort to please 
L. A. PHILLIPS. President ! 
tomers under a spirit ol approval 
than he would ever do under the spirit 
‘ eritieisn (riticism WwW kill humat 
ellort quicker and irer than any atom 
PROCESS /CO. 192 mii st. rocwester 14, wy bomb ever invented. Each emplover who 
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Assemble DIRECT MAIL MATTER, Sort | 
CHECKS, 











gvani GATHERING RACKS 


@ Half-width racks hold stuffers for assembling direct mailings 
for sorting checks classifying bills or other papers. 


SHOWN: @ Racks are all aluminum n vertical or horizontal styles with | 
Model TU-412 at 6 12 or 18 sections. Each section holds up to 500 pieces at | 
$16.50. 7 other Models inclined angle Non-skid in use, racks coll apse for setting aside. | 


—full- or half-width, @ FULL-WIDTH racks are used in hundreds of offices for collat 

from $10.00 to $25.00 ing bulletins or other mai ings HALF-WIDTH racks are used 
for gathering smaller pieces. Also used on counter to hold 
iterature for customer hand-out 

See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va 














( “Guaranteed by @ 9 i i. ‘ , } os! x é PROMPT 
Good Housekeepin ; . era.” 
Good Heusheepin Bs - aaa DELIVERY 


ts 40v08 
—aae tn Oe 


OUTSTRETCH .. . OUTLAST.. . OUTSELL... ALL OTHERS 


Conforms to Federal Specifications 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 
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| TRADEMARK REGISTERED 


lac-a-desk > 


The 
de sk 


OQrnacwado 


stabilize) 





Makes Typing 
Easier, Faster 


operate on a solid firrr 





Typewriters were built to 


base: any wobble or springiness upsets their prec 


mechanism Many typewriter platforms are wor 

and wobbly causing skipping, piling, poor touch 
and action in many instance mmediately 
corrected by JAC-A-DESK JAC-A-DESK expand: 
from floor to platform automatically wedge-lock 
ng into @ support as firm and solid as the floor 
tself Typists love JAC-A-DESK because it make 
ty ng e ‘ ng neater ‘ er office mar 

rae praise its onomical efficiency 


Unconditionally Guaranteed 


order direct from manufacturer 


JAC-A-DESK 


expands fron 
16 to 30” 
— hig 

enough te 
support § stan 
dard height 


desk leaves 


Up in a jiffy 
—locks aute 
matically 


Non Snag 
satin-like fin 
ish No pro 
truding locks 
or handles 
. 

Sure grip 
rubber end 

Easy to store 





GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19, California 
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1 ‘ empl on recrents enthusiasm, 
Cap € Corp nd a de re to achieve 
perlect customer relatior 

As} Vourse!!l tl questiol eaCcl dav, 
‘How much honest encouragement and 
neere praise did | award today to 
those employees of mine whose services 


and talents are appreciated?” Here in 


tie | nited State ‘ re lortunate 
enough to live / ocet ol chore, 
Rach customer « 1 ote evel aay 
lor some product of erviee and, in do 
Wig re) mtorr ! i ‘ } ote 
tist ome ¢ er produ or el t 
| ( lil thie Thing hie shes to 
huy, the customer determines the total 
( ol commoditsi As he otes Tor 
(| or that product, he votes for larger 
iles of the work of some wage earners. 
Kveryvd some American family is 
passing judgment o7 your company 
Wihiel if decide to Duy or not to buy 
your compan produe To keep your 
Ny me prosper COMpeLitive 
ocierly, you t constant Duy at the 
best price and sell at the lowest through 
mettle! ollie manaveme! fechniques, 
Your business lives o our customers, 
nd trom them gets all its revenue It 
nas no other means ot upport. Your 
eustomer finally decide just what are 
the “right prices” and this determines 
the profits your busine can earn. This 
Is Why our economic philosophy of free 
dom leads the world 


Who nas rights in thie 


world? Onlv one 


industrial 


perso! the customer! 


ivervone « se, trom manager and othe 


help to Janitor, must all labor to satisty 


the changing “whims” ot vour. cus 


tomers This duty supersedes the rights 


ol everyone else Oihee managers can 


ado more about Thils thar any other 


group of people in an organization 


(;00d service to customers is good busi 


ness. It is good business manners, It is 


eourtesy, promptness, reliability, appre 


cClation. It is the power which attracts 
extra business Satished customers are 

profitable to you and your business. 
Let’ a Vnat are the key tactors in 
THe Orrice-—January. 1955 


























gership: To know ou 
market ts Tihhane lane 
Competitor wid if Coty yan ( 
ngs (A BRAND NEW 
ee ee FILING SYSTEM 
1id's¢ requirement ine rie 
ind tollow. ollie procedure 
to get work done and create a reputa 
tion of satistaction guaranteed Know 
ow each part of your financial pro 
cedures are related to satistactor 
profitable sales 
| happen to be associated tne otha 
(Central S« Be: Th compat 
born 20 years ago with a mi Lea 
operation, much smaller that mal 
present-day feed companies. It started 
with a capital investment ol $125,000 
Today it has a capital investment of } 
T 57 000,000 Mur annual sales are over | 
$155,000,000 Dale W. MeMillen. the | 
feunder of this company, has a busine | fast with 
philosophy Which is the greatest I have 
ever seen It fits perfectly into your *WAMES ON TOP ALWAYS VISIBLE 
husiness operations in our Tree enter * POCKETS INTERLOCK ACCORDION LIK 
prise system. His business philosophy * BIG. TRANSPARENT LABEL HOLDER: 
can be summed up in these words, “This , we cvcTeM THAT 
day I will beat ba own record.” It you _epcompesemtepmanaatadaas 
t . FITS EVERY NEEL 
lo that, it will bring you much happ 
ness and prosperity What better bus 
ness philosophy can any man have or 5 
real suecess? | ket 
The test of offices managersiip thie St poc ers 
spirit of the entire organization—then Write on Company Letterhead to 
desire to carry out orders as directed, o 
thew will nvness to cooperate, Ther 
pride in their total accomplishment ()} 
fices whose entire personnel exhibits 1416 Roscoe St., Chicago 13 
worthy esprit de corps win tinane 
victories tor their organization nd a COTTERMAN TUBULAR 
prosper a result of their fine atty SAFETY LADDERS 
tudes For Filing Rooms, 
Stock Rooms, Vaults 
The test of the management « 1 Wi Strong—Easy to Move 
lub is the spirit of the players—then ieueted en” Outeel” Oreh 
desire to toll ivwnals, they Casters which allow the lad 
‘. der to be rolled freely wher 
ness to pli as a team and cooperate, no or on it. When you 
their pyr ak n their league star dit U \ wy a Re ay a oo 
top Send fe yoy 0 and 
The test of office managership thre f- B. SOT TenAN, te 
pirit of ul rker their desire te Chieago 40, 111 
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TRADEMARK REGISTERED 


ac-a-desk 


The 
de sk 


AQnvLa2ZtTHO 





stabili 7 


Makes Typing 
Easier, Faster 





Tys ewriter were built to operate on a solid firrr 


base any wobble or springiness upsets their prec 


mechanism Many typewriter p atforms are worn 


poor touch 


skipping, piling 


many 


and wobbly causing 
and actior n nstance immediately 
JAC-A-DESK JAC.A-DESK 
automatically wedge-lock 
ing into @ support as the floor 


JAC-A-DESK because it make 


corrected by expand: 


om floor to platform 
firm and solid as 
tself Typ sts ove 
typing les tiring, neater easier office man 


agers praise 


Unconditionally Guaranteed 


order direct from manufacturer 


JAC-A-DESK 


expands from 
16” to 30’ 
— hig ni 
enough te 
support stan 
dard height 


desk leaves 


Up in a jiffy 
—locks autc 
matically 


Non Snag 
satin-like fin 
ish No pro 
truding locks 
or handles 


. COMPLETE 
Sure grip 
rubber end 
Easy to store 





GONCO MANUFACTURING COMPANY 


259 So. La Brea Avenue, Los Angeles 19, California 
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te imaiivy and hone praises his crea 
tive emplover recreate enthusiasm, 
espriy de corps, and a desire to achieve 
perlect customer relations. 

\s] voursell tl question each dav, 
“Tlow much nonest ¢ ceouragement and 
incere praise did 1 award today to 
those employes 5s ol mine whose services 
and talents are appreciated?” Here in 
the United State ‘ re tortunate 
enough to live i ocietyVy of chores 
Kach customer casts a vote every day 
for some product or rvies nd, in do 
ing ‘, aAutomatica ‘ sts n ote 

nist some other product o1 erTvVvice 
4 erect thie ! hie ishes to 


Hnuv, the customer determines the total 


ales Of commoditt \ ne votes Tor 
this or that produet, te ates lor larger 
es of the work of some wage earners. 


American tamily is 


sCorric 


judgment on your companys 


; | | r 


vnen 1 decides o buv or not to buy 


your compat product To keep youl 


HUSINess prosperot 1! COM petitive 
ociety, Vou must constant! buy at the 
Dest price and <ell at the lowest through 
better — office management techniques. 


Your 


nd trom them 


and 


lives olf your customers, 
revenue. It 


Your 


what are 


HUSINESS 
JOTS all ts 
nas no other means ol 


-upport, 
customers 
the “right 


thre profits your 


{ nally decide just 


prices” and this determines 


This 


is Why our economic philosophy of free 


business «an earn 


dom leads the world 


Who has 


world? Only one 


rights in the industrial 


person the customer! 


Kveryone else, from manager and office 


help to janitor, must all labor to satisfy 
“whims” of 


thie changing yvour cus 


tomers, This duty supersedes the rights 


ol everyone else, Ootiice managers can 


do more about this than any. other 
organization. 


to Customers Is good busi 


group ol people in an 


(;ood SeTVice 


ness. It business manners, It is 


is Food 
courtesy, promptness, reliability, appre- 
ciation. It is the power which attracts 


extra busine ss. Satisfied customers are 


profitable to you and vour husiness. 


Let’s see what are the key factors in 
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oles managership To KrOW oul 
company’s market, its finanecia rie 
ne’, its competition, and its object ( 
quality and services 

Know what output is expected tron 
vour othee personnel Plan oul or} 
>) 6 6oThhat these requirements ine rniet 
Kistablish and tollow. offices procedure 
to get work done and create a reputa 
tion of satistaction guaranteed Know 


how each part of yvour financial pro 
cedures are related aa 


profitable sales 


| happen to be associated with tl 
Central Sova Co Thi compa 
hor 0) vears ago with a small teed 
operation, much smaller than mat 
present day teed companies It started 


with a capital investment of $125,000 


Today if has a 


=34 JOO 000, 


capital investment ol 


sales are ove! 


MeMillen, the 


Our annual 


Dale W 


$155,000,000 


founder ot t} company, has a buses 
philosophy which is the greatest I have 
ever seen It fits perfectly into Vout 
business operations in our tree enter 
prise system His business philosopl! 

can be summed up in these words, “Thi 


aay | will beat my own record 7 


do that, it wall 


li you 


’ bring you much happi 
Hess and prosperity What better bu 
Hess philosophy can anv mat nave Tor 
real success 7? 

The test of office managership thie 
spirit of the entire organization thew 
desire to carry out orders as directed, 
thew willingness to cooperate, thew 
price in their total accomplishment ()] 


fices whose entire personnel exhibits 


worthy esprit de win financial 


corps, 


victories tor their organization and all 


prosper as result of their fine att 


¢ 
tudes 

The test of the management of a b: 
club is the spirit of the playvers—thei 
desire to tollow signals, their willi 
ness to play as a team and cooperate 
ther pride in their leagud standing \ 
hall team that cooperates finishes at the 
top 

rhe test of offices managership 3 thie 
spirit of vour workers their desire to 
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| Now! BRAND NEW 


FILING SYSTEM 


i 

| 

| 

* NAMES ON TOP ALWAYS VISIBLE 
* POCKETS INTERLOCK ACCORDION 

| * BIG, TRANSPARENT LABEL HOLDER: 
* A PRECISION FILING SYSTEM THAT 

FITS EVERY NEED 


6 sample pockets 


Write on Company Letterhead to 


1416 Roscoe St., Chicago 13 





COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults 
Strong—Easy to Move 


Easy to Climb 
Mounted of Swivel Brak 
Caster which allow the tad 
der to be rolled freely whe 
no o i or it Wher you 
step on the ladder the rub 
ber cushioned tegs rest 
the floor and prevent roiling 
Made i heights widtt 
Send fo Circular 0O and 


prices 

1. D. COTTERMAN, Mfr 

1535 N. Ravenswood Ave 
Chicago 40, It 














work well together and their pride in 


your company 


} ( ooperation is necessary iti today’s 
| robs No one works alone No om Call 
produce anything by himselt. Each 


one’s efforts are part of a total effort 
upon which he and others depend tor 


steady work and steady wages. Un 
a re) 4A 7” fortunately, cooperation is not a natural 

13 roTaine - state of affairs. Too many people feel 
insecure. When they feel insecure, they 
are likely to be belligerent, sensitive, un 
fair to others, quick to criticize, ready 
to pass on harmful rumors, jealous. All 
these situations set up frictions which 
dissipate effort into heat instead of ef 
ficient, quality office efhieiency 

Building the proper attitude toward 
cooperation is a constant challenge to 
office managers, and this is your job. 
What challenge could be greater? You 
are the captain of your ship. How 





smoothly you can sail is up to you. All 
the world, all the money, and all the 
happiness 1s yours, 1f you can success 


fully lead your office as a championship 


team. 





I dare vou to be a champion otties 





manager, to break your own record, 





outstrip yesterday, bear your trials 
calmly, whip your temper, inside and 
out To give each ounce of energy to 


} each task and to do your work each day 


|} with more torce and a finer finish. 

\ champion office manager knows 
that high costs threaten jobs. He knows 
where he can influence cost, how he can 
cut material cost, how to reduce labor 
cost, how to cut overhead expenses, how 
to reduce selling costs and how to secure 
cooperation. He knows that office team 
work lowers cost and increases profits 





10 x11x21 


Electronic Processors 


nftinued from fage 


;} and alled dividends and commission 
caleulations that pertain to this job 
2. Lite insurance valuations 
}. Preparation of insurance in force, 
FABBRICA ADDIZIONATRICE ITALIANA ; « summarized information, agency ex 


perience tables, loss ratios, preparation 
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of Schedule F reports, ete 
4. Dividend accounting, 


interest, value, ete 


calculation 
ot loan cash 
5 Poliey 


servieing involving pre 


mium determination, policy loan infor 
mation and 


There are 


reserve calculations. 
many more Tunctions pro 


grammed but these few will illustrate 
the potential within the field of insur 
ance. To keep abreast of the trends 
and improvements, companies have 


been cooperating closely with manutae 
turers, One 1s he | ping the other and the 
practical experience of both is bound 


results. An 
tunneling in 
formation to industry and management 
is through trade 
thei 
cornerstone ol 
Accounting & 
Assn. has a most active 
which 1s 
every effort to acquaint its membership 
with new developments, 


to produce the expected 


other effective method oft 


associations. The as 


sociations, with free exchange ol 
ideas, are the 
progress. The 
Statistical 


tronics 


economic 
Insurance 
elee 
committee extending 
trends and in 
troductions of new equipment occurring 
in this field 
in The Interpreter, a monthly 
tion released by 
tailed 
sent to the membership by the eleetron 


New ideas are presented 


publica 
the association, and ce 
new 


reports on equipment are 


ics committee. These serve a good pul 


pose and help to offer fresh, current 
views on the subject 
It rests with all of us to be alert! 





Maximum Profits 


Continued from page 


usually does not have the responsibility 
for developing and installing new pro 
vitally interested in new 


that 


et dures, he is 
methods 


Moreover, he has 


machines and new save 


time and money 
that by 
with other people in the same or related 
fields, he increases his knowledg« 
while helping others. 

W ith respect to techniques, the 


found exchanging intormation 


own 
aud 
tor spends less time on detail and more 
appraisal and 
He is satisfied to test and sample 


on inquiry, evaluatior 


wher 
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STORAGE 


THE STEEL 

CLOSURE 
MAKES THE 
2 DIFFERENCE! 


SUPERIOR FEATURES 


OFFICE EQUIPMENT MFG. CO., Inc. 
2208 Summer Street 


@ More impervious to 
moisture 


Faster closing 
and opening be- 
couse of steel 
closure 

Stronger, longer 
lasting box 

Fiat top for even, 
straight stacking 
One-piece con 
struction with 
fully reinforced 
bettom 





Smooth inside 
bottom insures 


nect filing if your 


dealer can't 
supply yeu, 
write us 


Fiber glass tape 
secures bottom 
more firmly 






Dallas, Texas 














Oe de 





V Gia bending OveTet 
oe i 2 lo give you 
PENCIL CARBON 
with “see—abilily” 


KLEEN KLEEN 


To satisfy the clamor for pencil carbon 
that doesn’t strain the eyes, PEERLESS 
IMPERIAL has perfected KLEEN KLEEN, 
ideal for payroll forms, inventory 
records, sales 
slips, etc. 


Writes clean, 
handles clean, 
lasts longer and 
is built to take 
punishment. If 














your dealer 
can’t supply 
test sheets, 
write to us. 





Available in 
green as well 
as blue. 


PEERLESS IMPERIAL CO., Inc. 








fom aaa Place. Newark 5 New Jersey 


" 


and operating departments 





a strong infernal contre svstem ~ 
established and working. He gives mor 
thought to differentiating betwee1 tm 
portant and minor matter mid tv 

well aware that ome caleulated risi 
should bea thine hie aud ta wide 
lying mission | to vet the lact , and in 
is learn r that he cul accomplish Tlils 
objective hetter it he tolerant, con 
siderate, diplomats and tacttul in deal 
ing with company people at all levels 


In moving through the various offices 


to make his 


investigations, the auditor must stop, 
look, question and listen He needs 
sharp eyes and well trained ears. Most 


important, he should ask himself, and 
others, a great many questions Well 
placed questions constitute one of the 
most useful tools in the auditor’s kit. 
With this approach, the auditor will 


frequently obtain profitable ideas as 


information concerning 


and 


well as valuable 


personnel pertormanes operating 


difficulties that should be passed along 
to management for evaluation and pos 
sible action 

Here is an actual case that illustrates 
how costs can be reduced by following 
the questioning technique An audit 


commenced with a review ol 


INVOICES 





He insists the aisles are too narrow. 
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ased. While 


cheeking for mathematical accuracy and 


covering materials 


pure! 


approvals, the auditor set aside certain 


1 
+ 


Involces Which later used as a basis 
the 
| 


ana 


were 
materials through 
records 


for tollowing the 


receiving and inventory 


into the manufacturing department 
where he nspected the finished product 
One invoice covered a large quantity of 


learned that, 


copperplate and it was 

after this material was processed, it be 
came an important part of certain elec 
trical equipment When he asked 


whether the part had to be made of 
copper or whether if could be made ot 
some cheaper material, such as_ steel, 
the department head was unable to 
answer the question and referred him 
to the engineering department. There 
it was determined that the finished 
product would be just as g2ood it the 


part were tabricated trom steel. The re 


sult: a materials cost saving of almost 
$90,000 per year. It is interesting to 
note that this auditor frankly admitted 
that he knew very little about the ma 


STEEL PERSONAL FILE 


Everybody needs one for important papers like 
receipts, bonds, certificates, credentials, etc. 


File No. 442 is made of 
heavy steel in gray ham- 
merloid finish. Equipped 
with key and 
lock that stays closed. 


strong 
Inside are letter-size 
folders, 
monthly and blank. Size 
10 x 12'/ x 5%" 


alphabetical, 





File No. 445 similar to above but has locked 
compartment in lid with heavy envelopes for 
bonds 


Finished in craftsman copper color. 


insurance policies, stocks, wills, ete. 


All files individually boxed 
packed 6 to carton 
Get at Dealers or write 
for Prices and Discounts. 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, II! 
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A NEW 
SADDLE BACK 


and a new method 
of making 


LINE FIND 
STATEMENTS 


“Slip Ease” the new Saddle 
Back Statement is a process 
where the double carbons are 
easily slipped out of the state- 
ment after usage. 


The new Line Find Statement 
is at method of making this 
popular statement by litho- 
graphing, perforating, and at- 
taching carbon in one continu- 
ous Operation in sizes not over 
814” wide and 1414” long. To 
the best of our knowledge, this 
has never been done before. 


In addition to statements, as we 
run two shifts, we specialize in 
very fast delivery on short runs of 
all types of carbon-interleaved 
forms. We have no salesmen or 
sales offices, and we do not sell 
direct. Sold only through distrib- 


utors and printers who should 
write on their letterhead for the 
new 1954 simplified 24-page 


priced catalog, “At Your Service.” 


MODERN 
BUSINESS FORMS MFG. CO 


308 EAST 8th STREET 
CINCINNATI 2, OHIO 














Talk about sales ? 


You certainly can! 


@ Profit-producing Workshop Ses- 
sions can mean more sales for 


| 


@ Over 200 exhibits of the latest 
in Office Furniture and Equip- 
ment can be viewed by YOU... 


@ Proven sales techniques and 


ideas can be YOURS... 
at the 
National Office 
Furniture Association's 
9th ANNUAL 
CONVENTION-EXHIBIT 


Conrad-Hilton Hotel, Chicago 
March 20-21-22-23, 1955 





MEMBER REGISTRATION No Charge 
NON-MEMBER REGISTRATION $5 


MEMBER REGISTRATION 


Luncheons and Banquet 


including 3 
$22.50 


NON-MEMBER REGISTRATION including 
$27.00 


3 Luncheons and Banquet 





National Office Furniture Assn. 


John R, Gray, Executive Director 


327 S. LaSalle St., Chicago 4, Ill. 











“oo 














terials or the manutacturing operations 

Pome plan, such as the incentive sug 
gestion box idea, should be in continu 
ous operation to make employees at all 
levels conscious ot the importance of 
betterments and economies. Of course, 
every employee contributes to profits by 
doing his job well, but a greater op 
portunity 1s open to those who possess 
a bit of imagination and a desire to get 
ahead or be recognized 

The primary responsibility for et 
ficient operations les with the line of 
ficials and heads. The 
supervisors are in a particularly tavo1 


department 


able position to make constructive sug 
However, in order to make an 
appraisal they should perl 


gestions. 
ob jective 
odically divorce themselves from the 
daily routine 
for eliminating waste and inefficiency is 
illustrated by the wartime 


One method ot approach 


experience 
summarized below 

In the War Department during 
World War II, a very fertile field 
existed for accomplishing cost reduce 
tion. As everyone knows, a tremendous 
organization tor research, procurement, 
storage, maintenance and supply was 
developed posthaste to equip our fight 
Divisions, departments, sec 
tions and groups were quickly organized 
to carry out the functions of each sup 
ply service. Housing, equipment, per 
sonnel and systems for record keeping 
and reports were acquired or installed 
during a short period of hurry, seurry 
Everyone concentrated 
materials of war pro 
duced and delivered to the right spot in 
accordance with what then appeared to 
In the bedlam 
that prevailed, very little consideration 


ing lorces. 


and excitement 
on getting the 


be impossible deadlines 
was given to economy and efficiency. 
While the main job was successfully 
accomplished, it is no wonder that waste 
and inefficiency flourished in such an 
atmosphere 

Gradually, as time went on and the 
requirements for materials and equip 
ment were being reasonably satisfied, it 
was evident that more attention was be 
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} ] 
ny directed to accuracy, elheiency and { t que tions \ asked wna 


economy, Svstems were overhauled or answered Phe 


0-do-! 
were amazing 
disearded and replaced, controls were Many operations \ ( eliminated or 
established, and personnel was shitted mproved and many were combined 
so that more people were working o1 so that it was © release a very 
assignments requiring their particular substantial numbe t people It 
qualification . interesting to note that, in the divisior 
During the last vear ot tl War, head where the writer had some respons bil 
quarters launched a broad program for ity, the peopl de the survey 
the efficient utilization of manpower, were not experts. In fact, none of them 
materials and equipment Kach organi had ever participated in such projects 
zational segment was asked to review Most of them d splayed al ntense 


job methods and tacilities layout for terest ane ceived a 


mprovement Supervisors were taught tio having a part 
how to break down the iobs under then rram 
according to the individual operations, Internal auditor 


and then to study each operation to de cedure men, industrial engineers 
termine if it could be eliminated = or heiency expert are 
done better ly addition, They charted who have the oppor 
and analyzed the paper flow withir structive service to management by) 
each group and between groups Here making suggest for more etheent 
again, the importance of the questioning operations. The greatest good will eome 
technique was demonstrated. The super from a progr that lists CO 
OT all 


re 


visors asked many questions concerning operatior 
purpose and necessity If necessity wa employer 


established, the where, when and how shooting te 


SEE THE 10 KEY ELECTRIC ple) Ble). 
ADDING—CALCULATOR@ ARO 9S7| 
THE ONLY ADDING-CALCULATOR THAT 


PRINTS DECIMAL POINTS AUTOMATICALLY 
IN DIFFERENT PRE-SELECTED POSITIONS 


@ Direct subtraction and credit balance 7. * 
@ Automatic column shifting  & 
@ Bar for shortened positive and negative ¢. 
multiplication 
@ (00) and keys save up to 50% 
operating time 
@ One Main Bar adds, subtracts, 
non-adds, sub-totals and totals 
@ Prints 200 figures a minute 
@ Capacity: 10-11 
Inquire about our outstanding office and portable 
typewriters. Send for detailed literature and prices. 


ALMA OFFICE MACHINE CORP. {1% “ESI 25m sTnee 
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STOP STATIC ELECTRICI 


CANNOT BE DUPLICATED 


GUARANTEED! 
USED REGULARLY IN THE LARGEST 
PLANTS IN THE NATION 
$2.00 per cose $30.00 per cose 


STATIKIL ovine) no 


STATIKIL A DIVISION OF THE J. E. DOYLE CO 


be 


fsteblished 1914 


@ BookKEEPiING 
@ Caict LATING | 
a 
7. 


AppING ano Ag machines: moesh , sold, 
tented” repaired or re- 
_ conditioned. Write for 
hue current prices 
350 BROADWAY, NEW YORK 13, N_Y. 
WO 4-1240* cable: Hodgmech 


FOR HUNDREDS OF PERFECT COPIES . . . 





r Since 1927 





SPIRIT 
DUPLICATOR 





Write for information: 
The HEYER Corp., 1821 8. Kostner, Chicago 23, III. 


K-M BRAKE TURNTABLE 














A-strong lightweight turntable especially de- 


It can also 
shops for 


signed for typewriter mechanics. 

be used in offices and machine 
assembly work, 

WRITE FOR FREE CATALOG 


KELLEY-MENNES MFG. CO. 
ROCKFORD ILLINOIS 
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War on Bank Fraud 


comes our du oO rece ize the dange 
ol th threat 

Kraud s an unseen, intangible 
monster, stalking the satety of ou 
banks. It laughs at steel bars and walls, 
a and guns. It gloats on public 
ind rnatllot and fTeedly tattens itselt 
by Geodon out of the hands ot banks 
who nave la auditing methods. It is 
in possible to abolish it overnight or 
to completely destroy Its elfects upon 


individuals and their families Bank 
management must have the desire to do 
something about it and then must ftaec 
the task of securing an individual with 
the know how and ability to thwart 
fraud’s every ellort 

By concentrated ellort, the National 
Assn. of Bank Auditors & Comptrollers 
has, by its aims and actions, curtailed 
this threat by deelaring “all out war” 


upon this gnawing termite. In 1951] 


oul 


fhen immediate past pre sident, Clarence 
Lichtteldt, stated that thie National 
Assn. of Bank Auditors & ¢ omptrollers 
“had the hardware” to remove the 


threat of traud from our banking 


system. As in any war effort, we have 


provided material, ammunition and pe 


sonnel to wage an all out war against 


bank fraud. 
Through continuous studies and re 
search we have devised the newest and 


best methods of auditing and control- 
ling. These studies have been given to 
our members in the Auditgram, books 


and manuals 
bank 


operations 


covering many phases of 


account auditing, control and 


ing, 


In addition to aterial 


munition, 


and am 
major weapons are 
to banks through the establish 
adult school each 
summer at the University of Wisconsin 
in Madison, where education 
in the field of bank audit 
ing’, and eontrol is available through 


the NABAS Bank Auditors 


this m 
two other 
available 
ment of an education 
advances 


accounting, 


School tor 
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& Comptrollers 


school is. te provi bankers, Whose re 


r aim ot tl 

sponsibilities a is area 

an opportu 
in th fiel« The 


is designed to provide the 


Hn prove the 

study p! 
student with 
field of 


thre 


understanding of the 


which 


a better 
bank 


eategories The 


talls into 


instructors tor the 


work main 


most 


part are practical bankers who, by 


reason of thelr experience, are qual fied 
teach advanced work. 


The 


vram to 


this 


other major weapon is a pro 


aid and counsel bank wu 


Hniy 


the establishment of a tailor-made pro 


vyram of internal eontrols. The inter 


ested bank appoints a control 


to a two-dav sess 


Instruction & q 


training covering 
Tor nternal control Lar 
bank with 


lor Individual 


vram 
specific opportunities later 
counseling on pect 
problems. 

It can be 
\ssn. of Bank 


as spent more 


truly said that the National 
Auditors & Comptrollers 
than a quarter-century 
sarer 
shall 
until 
that 


control, thie 


make 
myriad of wavs. We 
effort in the 
every bank and 
the hetter the 
the bank. 


fraud! 


devising traud eurbs§ to 
banks In a 
future 


realizes 


continue the 
banke z 
and 


This is all out war on 


audit 
sater 
bank 


Applying Common 
Sense 


ntinued from page 9 


million men and women were in clerical 
work. It pointed out further this repre 
64% over 1940. 
significance. How 


further stressed 


sents an increase of 
This alone is of great 
ever, 1tS importance Is 
when taken 


In eonjyunctior 
rate ot salary 7 


increase hese 
weekly 


average earnil 


1952 a 


‘hanges in 
women clerical workers in late 
early 1953 in 20 mayor 
showed 
$55 to $69.50; ca 
$44.50 to $61.50 
from $35.50 to 


betoaor ma 


Mncrease lor SeCTOoTArTe trom 
leulator operators trom 
ordinary clericals 


The 


and 


$46.50 earnings 
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Service-Wise 
dealers count on 


SHIPMAN-WARD 


oe 
for the QUICK SERVICE that enables them 
to give their customers better service on 
EVERYTHING IN THE OFFICE MACHINE FIELD! 
SERVICES 


Platen Recovering | Rubbe B. | 








Feed Roll Recovering .. . Cork Platen 
and Feed Roll Recovering . . . Refin- 
ishing , 
Welding .. . Retyping 

and Nickel 


Chrome Plating. 











ELECTRIC TYPEWRITER REBUILDING SERVICE 
eel REBUILT ELECTRIC TYPEWRITERS 


NEW OFFICE MACHINES 


Portable Typewriters Adding 


Machines Cashiers. 
PARTS and SUPPLIES 


Replacement Parts 
1 adding oo s 100K 
... Shop Supplies ... Ribbons 
Carbon Paper 
Machine 


Dust 





Office 


Stands 


Covers. 
C4 


For complete details on 


Y, 
all supplies and services, 


WRITE FOR FREE CATALOG #73! 











SHIPMAN-WARD MFG. CO. 
Main Office: 325 N. Wells St., Chicago 10, Ill 


BRANCHES AND AGENCIES 
e Shipman-Ward 
Mfg. Co 
425 W. Walnut St 
Springfield, Missouri 
e Cleveland Typewriter Co 
1709 Euclid Ave 5235 Paweiton Ave 
Cleveland 15, Ohio Philadelphia 4, Pa 
e Randmar Platens & Parts Ltd 
46 St. James St. West 
Montreal, Quebec, Canada 


e Crescent Typewriter 
0 
407 St. Charles St 
New Orleans 12, La 
© O’ Donnell-Brennan 














You can label ANYTHING Sheek the MODEL 500 


Wee) ACDRESS- 


Addressing Machine 


cn eli $QR00 WITH 
seta Seg 95 AUTOMATIC 
be labeled quickly and Plus PLATE FEED 


7 
neatly with HOL-DEX Fed ts 
labe holder They Tax 


atich to any surface 





permanently or tempo 
rarily without may 
ring Made ! 6” 
engt and » trar 
parent 
height - ¥” and 
od any 
, Uses metal plates that change automatically 
Feed hopper capacity |50 plates 
Prints thru a ribbon in consecutive or repeat 
impressions 
Skipper provides for selective addressing 
Makes clear carbon copies 
Takes any size sheet up to /4'' x 17 
Listing table can be used 
Speed up to 1200 |.P.H 
Embossed plates only 5c each. 48 hour mail 
Cel-U-Dex Corp. order service 
i NETTLE MANUFACTURING CO. 
Main St., Brooklyn 1, N.Y. 27 Huntington Ave. © — Boston 16, Mass 
Dealers in principal cities. Send for Circular ‘E’ and 
Free 10-Day Trial Offer 


CHANGEABLE 
Directory Boards 


Bronze framed 
with cast bronze 
heading and from 
2 to 10 panels 
(7'2" wide by 32” 
high) each hold- 
ing 76 name strips. 


Here's PROFITABLE Key Control Other directory 


boards with alu- 


er 


At your stationers or 
write for information and 
samples. 








Pictured is one part of our Key minum or wood 
Control system that instantly locates frames in every 
or identifies any key. Once our size and style. 
system is installed, you'll save val- 
uable time and avoid costly incon- 
venience. Write for our free catalog eble si hich 
No, O-15 today. _— Soe 
save you money 


TELK EE because they never 


become obsolete. 


Moore Key. Control Write for catalog and price list hadnt 


Key Cabinets, System Parts & Wlustrated Instructions oe & DIRECTORY 
FOR FILING AND CONTROLLING KEYS ARD CORP. 
Ave.. New York 10. N. Y 77 E lath c New York 3, N.Y 


P.0. Moore, inc., 300 Fourth 


We make every 
style of change- 
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for mer Were generally higher Please 


bear in mind that these alary changes , tly Li lhlis 


THE SOUEMTI ST 
whereas the change i number ot TYPEWRITER PAL 
workers are reflected from 1940 to 1954 
Theretore, 1 we wert back to 1940 “ane 


vot the increase in salarv rates, it would 


are merely betwee 1952 and 1953 


be staggering 

It is true tl) 
i! oles person 
yluarne 


some I - Increast l 


voluminous requirements I al, -Te,ei je) A 
state and oat eOv ern ene. done | Gee 


volume has increased, the cost of dome 
HDUSINesS ha nereased more substat 
tially, thus narrowing the amount ot 


profit that ca alized Thiereased 


best has heen so great in many instances) FOF Office efficiency with 


‘am te el ning complete 


We nll ren na l Is Occul 


ee MAL MATTER 


The applica tf  commot PLO" 
thinking te al operations Is a 
haan - aban ae ; 
ie Regge reap aie ve Rito vi Certain noises in offices are practically 
impossible to eliminate — but, you car 
easily and quickly STOP the distract 
ing noise of typing. Simply place a 
Kil-Klatter pad under each and every 
typewriter in your office. You'll find that 


alwavs teasible to take advantage 


ol latest mechanical Improvements 
heeause the volume ot work may not be 
sullicient However, no matter how 
small the organization is, bv logical 


errors will disappear and general office 
reasoning and by the use of common PP 9 


. efficiency will improve 
sense, many methods can be improved y tiie 


and s lified “or insti In com . 
and Implied Kor Lt) nice, nh cor Kil-Klatter pads are designed to absorb 


the shock and to deaden the noise of 

Is # Very simple matte y to desig! he typing. Made of genuine long life OZITE 
forms in duplicate so that when enter felt, Kil-Klatter pads are dent-proof 
skid-proof and they fit all makes of 


paring this vear’s with 1954 reports, 11 


ing last year’s figures, by merely shi 
+] y ert 
ing the form, the information can typewriters, and other office machines 
recorded on the duplicate cops ! 
yroper column for this vear’s use 
proy ere i b : - $425 
S cOnunEAtIOn Of Tas process, te | AT YOUR STATIONER OR 


writing of the previous vear's OFFICE SUPPLY DEALER 
can be eliminated. 


An organization that is too small it 
afford a bookkeeping machine tor pre 
paring its payroll can, in a_ single — ee 


. THE SCIEMTIFIC TYPEWRITER PAD 
operation DY proper design of the bank 


enecK and the use o roper paper, pre ‘ * 
neck and eS ee ee ee “The Answer to a quieter office 
pare the permanent payroll record, the 


departmental distribution and the em may be under your typewriters” 
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MANAGEMENT SEMINARS 


Attendance limited to six persons 
Five-day sessions * 9 AM-5 P.M. 
Uses of Electronic Computers 
Mechanization Other Subjects 


H. A. WARNER 
(formerly Technical Director of NOMA) 
Box 19, Route 4 Elkridge 27, Maryland 











MANUFACTURERS OF DURALUMINUM 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


STEEL TYPE 


AND 


TYPE WHEELS 


Serving large Office Machines manu- 
facturers for over 50 years. Send us 
your specifications for quotations. 


HULSE MANUFACTURING 
COMPANY 
Geneva, N. Y. 


CASH REGISTER 


PARTS 


igh. 
{J 


jeneneee 
atraneey 
a 
es $309,. 
we 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST... MT. PROSPECT, ILL 


ployee’s remittance statement on an 
ordinary adding machine. 
In a number of organizations, the 


handling of payments on customer ac 
counts involves a problem. There is an 
machine made by Bur 


roughs whereby a payment made by a 


IMex pe nsive 


customer can be recorded on a duplicate 
By inserting the 
receipt in the 
made on the 


adding machine 
check and the 

machine, an impression 
check, on the receipt 

roll. Thus certifying the pay 
ment on the receipt and identifying the 
check with a particular receipt number, 


tape 


customer’s 


and on the car 
honized 


at the same time that it prepares a de 
posit slip for the bank and a permanent 
This method not 
time ol 


record tor the cashier. 
down on the actual 
check, but if 


imprint on the receipt as to the exact 


only cuts 


handling the gives a clear 


amount paid, reducing the possibility of 


a hookkeepe r misreading the cashier's 


handwriting. As the organization grows 


and the number of receivable controls 


increase, the machine Is capable ol 


registering the control number and se 
curing totals by control 


A ny 


an inserting 


already 


look 


organization not 
should 
machine manu 
factured by the Inserting & Mailing 
Machine Co. of Phillipsburg, N. J. 
Where direct mail is used to any extent 
and the effect of personalized 
desired, there are many 
automatic typewriters to be 

Where compiling lists is 
extensive, there is tape to be used in con- 
junction with the typewriter whereby, 
as a by-product of typing, names and 
addresses are punched on a tape and 
later transferred to an automatic 
Graphotype that Addresso- 
graph plates 


using 
machine, into 


the possibilities of the 


eorre 
spondence Is 
makes of 

considered. 


makes the 


Mechanization 
only it the 
complished at a lower cost, 


should be adopted 
same operation can be ae- 
or il greater 
information can be secured at the same 


cost. Before consideration is given to 


new developments in electronic equip- 


ment, it 1s suggested that a careful 
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study be made of existing mechanical operation should be ecaretully weighes 

equipment. The speed with which ele as it is expensive unless the same ecard 

tronic equipment operates is) such that ean be used repeatedly tor various put 

the volume of work to be processed Poses In giving consideration to 

must of necessity be tremendous. There punched card installation, one heute 

lore, such equipment is not for a small fully realize that it done 

or medium-sized organization, at least understanding that 

not at the present. This, as can be voing fo cost mnones 

readily understood, is not because thi should be taken 

machines will not accomplish what you operation functions 

want, but because the cost would be next step. If there 

prohibitive for the amount of work you analysis and = adva 

would accomplish There are so mans punched card opera 

intermediary steps in the transition to — stantial dividends 

electronics that it is hard to conceive of It is recommend ‘ ‘ 

anyone making the change without first tion very strongly encourag 

taking full progressive advantage of executives and department heads 

other equipment. keep fully posted on existing mechani 
While it has been said that punehed eal devices as well as intormed on al 

card operation is not a necessary pre new developments It is also recom 

liminary to electronic equipment, it 1s mended that vour department head 

conceded that the installation of elec take an active part in any association 

tronic equipment is simplified where a related to your busine as it is throug! 

sound punched ecard installation has this exchange of ideas and experience 

been in operation. A punched ecard that each and every one of us benefit 


CONCERNED WITH IMPROVING RECORDS 
RETENTION SYSTEMS??? 


ANUAL 


FREE REFERENCE MANUAL | . 


RECORDg 
This factual "HOW TO", written by Dr. Herman Limberg, the | MANAGEMEN? * 
eminent records management consultant, will prove an invaluable *r MAN Crmesee 
help in instituting and maintaining a program of scientific record 
keeping. 


And for REALLY EFFICIENT, |" *"= stn, 


ECONOMICAL STORAGE 
DOLIN ‘400°’ SERIES 


Here are space-saving semi-active files gliding 
on high speed ball-bearing rollers. Rugged 
steel construction with dual-vision label holders 
Sound systems require the safety of DOLIN 
"400" Series. 


Clip This Ad to Your Letterhead or WRITE DEPT. F 


DOLIN METAL PRODUCTS, Inc. 


STORAGE FILES 315 Lexington Ave., B’kiyn 16, N. Y. 
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‘i EWS 
of the Office 


OMAC’s ATOM Seminar a copy of the Transactions. Theme of 





7 


— 
Ty 
} 








1 1 the onterencs s ‘*Funetions and Tech 
ATONM \ riing i . (ott ‘ ; sii ; “8 lid a Dig tal Comme 
ney a O05 the tome A) ters, Discussior ' nelude deserip 
eee a aia : ge ae t ns OT ¢ Sting Vstems ar techniques, 
fics M I ye ent ! ’ «fF v t the ore a ' rs vapaate pon 
Conrad Hilton Hot el Mare] oe casa am = sheatien aati 
4 4 ’ < pe Meh i i I 
ne - \TOM, f hetwee! chines peo i. ties of 
™ dint a ws saan Nagel na co | ter sVstems re 
ork 9 --tamain ay pees te "6 argues on for ! 1 and isting irriage 
and Manage! ent \ ne I pert ‘ new l¢ t ent ! eg pment and 
ily ‘ 
Paes — - ome tO gah t is ninpits ré t< ta thos« 
cedures, employe sts. Techniques ot : ao ee 
pee ee ee sub-assembli¢ letails — fre Willian 
_Rediaggen- : . : oe 2 (running Inter: 7 ! felemetering 
asa — yeaa | : pndiameite. Cory Stone Ave Los Angeles 25 
rh tar il ! nt ‘ ne ensul . a . 
ment oth | | ‘ ent af yund : ; 
organizatior Sele. canine Electronic Consultants 
throug! etl ! iting ‘ " wos Ihe onsulting firs of Canning, Sisson 
vrowtl proyra ’ tr ning etho A \ ‘ tes [os Angeles, has heen 
will be analyzed. A ane exA ne formed te gaint anagements and gov 
the el enge to TNA pS ent of I pro eri nits AvenCcIes 1 itihizing electroniu 
pole il ract i ! Ve aT e 
cuss ror ‘ I i propble I ) 
munieat ré inernation ) onduet 
employee attit I re tion for 
retirement 
Ihe ie ness si 4 ‘ inded 
to accommodate | exhibitors although 
emand for s t innot be 
met No tft exhibitors ere pe! tted 
to ncrease their pre Ous space Full 
registration for s¢« nar ar exhibit 
$20 for nor re bers Details from Offices 
Management Assn. of Chicago, 105 W 
Madison St Chicago 


Western Computer Conference 


ire Richard G. Cant ny who has been a 


The Joint Western ¢ puter Conter data systems engineer with the Univers 
ence and Exhibit A bee he at the ity of California at Los Angeles, and 
Statler Hotel, Los Angeles, Mareh 1-3 Roger L. Sisson who resigned as man 
Pre registration fee s $2.50 and covers iver f the customer service «de partment 


admittance to lectures and exhibits, and of the electronics d sion of National 
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Syrometric 


minimize 


fingers 


OPPFICE 








kev board 


finger travel 


and Sigu res 


January, 1955 


there's nothing faster than the wonderfully smooth, 
easy-to-use ADDO-X Symmetric Keyboard, Designed for 
minimum finger travel, it really makes the work fly. All this 
plus exclusive Step-O-Matic Lever that offers calculator 


performance at adding machine cost whenever multiplying 
Write for new descriptive literature, Dept.O 


ADvO MACHINE COMPANY, INC 


145 WEST GUTH STREET EW YORK 19 MY. CORELE 5-6940 


WEST COAST BRANCH — WISTLRN ADDO MACHINE CORP. 797) BEVERLY BL ve 
LOS ANGELES CALIF O@MIA TEL BOmnTOR 5 2247 


fly 
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What does it cost to 


write a check? 






preparing and signing 


postage, envelope, etc 


reconciling bank account 


average cost of check itself 


According to a recent study made by 
Todd 


»2¢ to write a check. The diagram 


it costs the average business 


above shows exactly how this cost 
1S broken down 
Actually 


icself is the 


the cost of the check 
smallest item in the 
whole transaction. Even the best 
looking and safest checks cost only 
1 to 4¢. The big cost factor is the 
time consumed—checking invoices, 
preparing and signing, reconciling 


the bank balance, addressing envel 


THE TODD COMPANY, Inc., 
Dept. O, Rochester 3, N. Y. 


Please let have further informatior 


Todd Account 


Pay il i€ Proce lure 


a ee ee 


ee ee ee ee ee ee ee ee es es eee eee oe |) || SR |B 


~ 


Opes and many other Operations 
But, with Todd procedures for 
accounts payable, you net only get 
top quality and guaranteed safety in 
the checks you use but Todd ana 
lysts can give you a host of step-say 
ing suggestions, plus many practical 
ideas for greater safety and control 
Get the time-saving, money 
saving facts about Todd Accounts 
Payable Procedures right now. Mail 


the coupon below 


f f 


| 
/ 
~ 
y - 
GOLLD 
COMPANY, INC. 


Todd 


ROCHESTER § NEW YORK 
SALES OFFICES IN 
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checking invoices, 


receiving slips, etc 


e PRINCIPAL CITIES 


TORS THROUGHOUT THE WORLD 
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Film on Automation 
H 


OW busine Ss (Aan mec 


mon lang 


leseribed in 


hanize its « 
uage Tor 
one hour if 


sound motion pieture release if 
an Manage ent Assn. I) | 

| nescope of a elosed-eireuit televis 
demonstration of common-language ofl 
machines processing a sales order, 
original demonstration was preser ted 
New York last spring. Accompanied 
a kit ot reterence mater al, the His 
designed for business groups whicl 

to conduct their own conferences on 
subject It s availabl for rent at 


the 


first 


and $35 for 


rates for ¢ 


Los Angeles Course 


\ 
men 
ny 
Sehye 
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f len 
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ent principles ob « 

tory nad salaried pers 
otion study and s 
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National Conference 
& Exhibit Calendar 


Office Management Assn. of Chicago 
Contr Hilton Hot het 


Western Joint Computer Conference, 
Statler Hotel, I ngele larch 
National Office Furniture Assn., ‘ 
Hilton Hotel, Chicago, Mare] 
Southern California Business Show, 
re Hotel, Los Angel Apr 12-] 
Institute of Internal Auditors, 


Plaza Hote es tor \{ | 
New York Stationery Show, N 
Hote New York \l ] 


National Office Management Assn., It 
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THE COPYHOLDER 
THAT BECOMES A PART 
OF THE TYPEWRITER 





No matter what typewriter you 
use—standard or electric—your 
typists will produce more work, 
faster and more accurately, 
with a Pres-to-line. It operates 
like the typewriter with no lost 
motions. And when the day's work 
is done, it folds with the type- 
writer into most typing desks. The 
Pres-to-line’s always ready when 
it's needed to hold a single sheet 
or a catalog in correct reading 
position. These features save time, 
prevent errors and raise your 
typists’ morale. Try Pres-to- 
lines at just a few typ- 

ing stations and you'll see &— 
why it's preferred in the 
country's largest offices. 
Write for illustrated 
literature and local 
distributor's name. 
PRES-TO-LINE 
CORPORATION OF AMERICA 

2339 Cotner Ave., Los Angeles 64, Calif. 












York Hotel, Toronto, May 22-26. 
National Office Machine Dealers Assn., 
Denver, June 26-29 
National Assn. of Cost 
Waldorf-Astoria Hotel. New 
June 19-23 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Oct. 1-5 

National Assn. of Bank Auditors & Con 
trollers, Denver, Oct. 9-13 

Systems & Procedures Assn. of America, 

Hotel, Detroit, Oct. 





Accountants, 
York, 


Sheraton-Cadillac 
10-12. 

National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
D. C., Oct. 16-19 

National Business Show, 69th & 7Ist 
Regiment Armories, New York, Oct 


4 


oto 


~ 





Aim of Manufacturers 


ntinued rom page 


tractiveness of the office as a place to 
work, and without losing the opportuni 
ndividual to develop and 


ties tor the 
advance. Then we must apply the rule, 
now familiar in manufacturing and 
agriculture, of multiplying the strength 


of manpower through methods and 
mechanization to achieve 
ductivity of both man and 
Search tor productivity has 


been given great impetus by the office 


greater pro 
machine, 


greater 


equipment industry which, not only is 
seeking new methods but, is continually 
refining and improving current devices. 
This results in an increase in the auto 
matic tunctions of machines 

Most important in efforts to increase 
the office ratio ot mechanization is to 
install automatic equipment within the 
framework of a suitable system. Meth- 
ods experts working with supervisors 
and representatives select the equip- 
ment Standards must be determined 
and established These standards must 
be tair and sufficiently within the realm 
ot attainment to provide good motiva 
tion 

Our present economy would be in 
capable of tunetioning without the of 
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fice to control and guide it. Our ability 


to do this job is one of the reasons we 
have been able to exploit our vast 
natural resources, our engineering and 


manutacturing skills, and our distribu- 


tion system to out-produce the rest of 
the world. Those who work in. offices 
and manage them have heavier re 


sponsibilities than ever before and also 
have greater opportunities for genuine 
service to business and industry as a 
W hole. 

The office equipment 
industry is dedicated to give office man 


manutacturing 


agement all the assistance possible. It 
is spending millions annually in the 
search tor new devices to help cut costs 
make 
New techniques and new 


and to easier and simpler 
methods 
constantly being explored for office ap 
plications. Considerable 
ing made and, what is even 


couraging, tell us 


jobs 


are 


progress Is he 
more en 


scientists that we are 


on the threshold of new discoveries 
which will completely overshadow. the 
progress of the past Everyone in 
terested may rest assured that no new 


development will appear without its be 
ing called to the attention ot 
executives. Competition will take 
of that. 


othee 


care 





The Administrator 


ntinued fr 


where else abroad, the objective ot tne 
old method o! bookkeeping, the rey is 
tration of capital, modify itself. No 


longer was the determination of capital 
the point, but the knowledge ot 
costs, and the results attained by cap) 
We saw the deve lopment 
which 
management to provide the above men 
tioned details of short 
Since the last world war, we are 
gaged in building the “tools of man 
agement.” The Nederlands Instituut 
voor Efficiency has, accordingly, placed 
for the agenda 
of its annual congress, which contribute 


main 


tal and labor 


of accounting systems enable 


cost at notice 


en 


subjects discussion, on 
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Keep valuable papers together 
with SCHLEGEL 
PULL FASTENERS 


and 
safe, 


Keep letters, documents, records 
magazines together for good this 
permanent way. 

Simply slip a Schlegel Pull Fastener 
around the pack and draw the fastener 
snug. It ties without knots. It won't untie 
unless you want it to. And you control the 
tension so that there’s no tearing or crimp- 
ing. Unlike rubber bands, they’re never 
too tight or too loose. What's more, 
Schlegel Pull Fasteners last indefinitely. 

Banks, lawyers, utilities, railroads, 
architects, libraries and businesses of all 
kinds have used Schlegel Pull Fasteners 
since 1910. Fourteen sizes to choose from. 
They're economical, too. You can re-use 
them time and time again. Order from 
your stationer, or write direct. Samples, 
information, and prices on request. Write 
today. You'll be glad you did. 


How Schlegel Pull Fasteners Work 








Place the loop To open, pull the 
around papers, pull shorter end, Metal 
one end until the loop ring prevents slip 


closes snugly. ping. 


chlegel rissa tx 

/ Oekville, Ont.. Can 
Manufacturing Compeny 
Industrial Textiles Since 1885 




















largely to promoting efficiency. 
A similar conference took place last 
November, in section 


N.LV.E. 


which under the 
Labor”, the 

subject: “A 
Administration.” 


“Administrative 
treated the 
Problems of Thought 
was concentrated on a question of cur 


rent interest: What is the function of 


the administrator in business? Is he the 


management ol the co 


funetionary on 


servant ol 


manager and advising 


Review of the 


the highest level of management? 


The manufacture of good tools 1s 
very important, but no less important 
is the method of using these tools. As a 
tool, it is dead property if its use 1s un 
known In the hands of the = skilled 
worker, it enables him to produce a 


finished product from raw material. 
W hat 


administration? It is 
without 


is an enterprise without a cood 


comparable to a 


ship map or compass, What 


KEY TO MOTOR DEPENDABILITY 


TAY) AS Te //)/ 3 









r 


Special engineering is the key to motor depend- 
ability in business machines... because it assures 
the exact mechanical and electrical requirements for 
the application. This is one of the reasons why more and 
more designers of leading business machines are turning 
to Lamb Electric Motors, which are all specially engineered. 


The Lamb Electric Company, Kent, Ohio 


In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


nb Electric 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER 


MOTORS 





q- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 7 
a : ~ ° o 
a A Os iQ tea Y ay 
: OS : : 
- CASH REGISTERS “== . 
a For INDEPENDENT Dealers 3a J 
o (Liberal Open Account Terms) ——. 2 > 





“/4e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 





KANSAS CITY, MO. 
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radio and radar is for the skipper, the 
account of results on short notice, and 
the hetore-and-atter caleulation, is tor 
the management of a business The 
captain, however, does not operate the 
radio and the radar personally but has 


experts to do this. They, together 


wit! him, bring the ship 


into 


sately 


port Ir any undertaking management 
cannot arrive at justified results with 
out a good administration. But reading 
the administrative compass can only be 


| 


done by an expert, viz., an administra 


tor 
Here We 
with which the 


| | 


Minas 


eome to the 


top al que stion 
Nether 


begins the 


congress in the 
ae re 


review ot the tunetion of the 


occupied tsell 


adminis 


trator The direction in which the 
function ot the administrator has to 
vrow according to the existing develop 
ment The language of figures enables 
the administrator, not only to under 


results, but to establish the 


Thus the 


stand 


prognosis 


the 


lor the near Tuture 


acts and conduct of management can 
he tested 

This leads us to the conclusion that 
the administrator must not be looked 
upon any longer as just a earrier of in 


formation, but as a ¢o responsible ol 


ficial of the management, who makes the 


tools (here the administration) sub 
servient to the overall undertaking. This 
is the subiect to which our Dutch eon 
VTPSS Gave full attention I will cor 
clude with the same words with which 
our keynote ended his speech “Vou 
administration can do much more tor 


think 


vou than you 





Communications 
nf 4fad ty ” t é 4 


Accessibility and a constructive at 


titude at each level of authority are req 


uisite to the smooth flow of communi 
cations This does not mean that Joe 
will vo all the way up to see the Boss 
whenever a tool missing or when he 


has been absent It does mean, however, 


; ! 
that managerne! although sategvuard 
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Big Numbers 


boost c 
efficiency ‘ 









FORCE Esser ene at | 


W O00 


Columbia 


Automatically prints large, legible num- 
bers on file folders, job tickets, time 
cards, etc., makes for easier reading, 
faster work. (Provides consecutive, dupli- 
cate or repeat numbering.) See your 
dealer or let us send our catalog—“How 
to Select a Numbering Machine.” 


Specify FORCE for the Finest 








WM. A. FORCE iP 


BROOKLYN 6N.Y 








ZIO NICHOLS AVENUE 


te ve 4 
K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 
EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
BINDING RECORDS ¥ 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL 


ABLE FOR |/,"" 

5/16 & ¥%" HOLES 

EXPANSION UP TO 
7p INCHES 


Prices with full details on request. 


W. R. KLINE CO. 


1062 Stuyvesant Avenue Irvington 11, N. J 
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PROBLEMS 


3 PHONE ‘souves— 


Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 


Write for Literature 


HUSH-A-PHONE 
65 Madison Ave. 
Room 710 
New York 16 











THE ALL NEW 










PLATEN higs 
100% GR-S RUBBER “Qj 
SEND FOR OUR PRICE LIST 
Serving The Trade Since 1925 
TYPEWRITER EQUIPMENT CO., INC. 
409 LaFayette St. N.Y. C. 3, N.Y. 




















Complete plants for the 
manufacture of 


CARBON PAPER 
TYPEWRITER RIBBON 
DRY STENCILS 


HAIDA ENGINEERING CO. 
34-11 Vernon Boulevard 
Long Island City 6, New York 





Manufacturing 
information and 
formulas 
furnished 














Gemune iroroved (elfenfyoads 


FREE PROOFS 
FREE DIE 







JUST MALL US YOUR 





Dewberry Engraving Co. 
1 STREET - BIRMINGHAM 5, ALABAMA 


ery 


801 $0. 201 
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must make 
avenues ol 


ing channels ol authority, 
itselt 


contact 





available when normal 


prove inadequate 


Accessibility of management of the 
Minnesota Mining & Mfg. Co., makers 
ot Secoteh Tape and seores of other 
products, was found during a recent 
management audit to be one of the out 


standing attributes of the company. 


There, the doors of all executive offices 
open directly into a main hall, so that 
any executive can be reached without 
going through the office ot his secretary 
A light outside each door insures 
privacy when the executive has a caller. 


When the hight goes off, the executive 1s 
free to be seen. 

Forces producing the cleavages be 
tween functions and levels of authority 
will continue to work unless measures 
are taken to offset and counteract them 
The company loses if its decisions art 
made in an ivory tower. It loses if it 


fails to get understanding and coopera 


tion from its employees. The eompany 


loses because such cleavage impedes the 
flow of new ideas. 
I cannot state too emphatically that 


all lose if our industries do not con 
tinue their healthy 


loss of contact between company levels. 


we 


growth because of a 


The exchange of ideas, and the op 
portunity tor men to realize the best 
in them, have been, and always will be, 


our strength. 





The Sow of Accounting 


ed from page 81) 


ntint 


equations in a minute? In this exciting 


future there will be challenges for ae 
counting as a technique, as a profes 
sion and as a social force. 

| believe we will Soon see a more 


comprehensive code of professionally 
developed accounting principles, turther 
refinement of auditing standards, and 
greater uniformity in terminology and 
methods of presentation of financial 
data. Financial planning and budgeting 
will become standard practice for every 
business of internal auditing 


any size, 
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““Paper Punches Every Office Needs!’’ 







CLIX 
1-HOLE 


CLIX PAPER 


3-HOLE PAPER PUNCH PUNCH 








Simplest, surest paper punch made. Punches Personal paper 
all 3 holes for 3-ring binder sheets at a single punch for indi- 
squeeze. No adjustments to make, no gauges viduals, home, 
to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean '4" hole instantly in paper, light 
brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 


restaurant checks. 24 in counter 


MODEL 3..Punches 3 holes 

4" dia., spaced 4%" on cen- HH 
ters, '\4" from back binding 

edge - standard spacing 

11" x 8'4" sheets 


display carton. 60 cent list. 





MODEL 100 Punches 4" 
hole, '4" from binding edge 


1 r Pa } 
PAPER PUNCH | 
Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS al 








WESTERN REP.— HARRY HENKEL ASSOC. 1355 MARKET ST., SAN FRANCISCO 








AN AMAZING NEW INVENTION aay Wa 


ql| EXECTOR WHEEL 
STREAKS 


even over solid printed areas 


FITS ALL ‘S) 
MULTILITH PRESSES ‘ Now, for the first time you can do away with all printing 


streaks due to ejector wheels running over printed areas 

This simple, but ingenious new STREAK EL IMINATOR $ & necessity 
for every Multilith press. Simp y insert wiper pad squeeze on some 

| SNAPS ON IN A JIFFY! | cleaning fluid, and merely snap on STREAK ELIMINATOR to 
Ejector Wheels (as illustrated above). Multilith presses are now 


CUTS PAPER WASTE! ready to run free of Ejector Whee! Streaks. Besides the obvious 


savings in running time, you can DO AWAY WITH PAPER WASTE by 
printing on stock pre-cut to finish size. The EJECTOR WHEEL STREAK 
’ 
CUTS RUNNING WASTE! ELIMINATOR w pay for itself on the first few jobs you use it 
UNCONDITIONALLY GUARANTEED 
COMPLETELY GUARANTEED! 


‘eee eee eee eee eeeaer see eeeeeeeeeee 
THE EJECTOR WHEEL STREAK * . ROLL-O-GRAPHIC CORP 
ELIMINATOR comes complete \ 





> 


133 PRINCE ST., N.Y.¢ 
DEPT Of 


with a full year’s supply of pads, if 
plastic squeeze bottle, and a gen- \ Vy communt 
unit 


erous supply of STREAK ELIM- 
INATOR FLUID Additional 
wiper pads can be reordered 
through your authorized ROLL- ’ 
O-GRAPHIC dealer 


NAME TITLE 





MANUFACTURED BY 


ROLL-0-GRAPHIC CORP. 133 prince st... ¢ 
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co 
ADORESS 
cITy STATE 


See eee eee eee eee eee ewe eee’ 








ZIP-O-RITER 


Addresses Directly 
from Card P 
Files 






Writes 
Headings On 
Work Sheets 
Accounting & 
Tabulating 
Forms 
INDISPENSABLE FOR 
MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines 

S & M DISTRIBUTING CO. 
1382 SO. BROADWAY DENVER 10, COLO. 





acre ie 
FIRST AID FOR AILING SYSTEMS 


Gel 


SIGNALS | 
and \ 
MAPTACKS 






SEE YOUR OFFICE SUPPLY DEALER 


ee 
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Mating “HEFTY 
NEW! eae ROLLER” 


FOR 1200 SERIES MULTILITHS 









Sensational New ALL-METAL Roller 
Gives Precision Ink Control! 


GET MORE 


SPARKLING 
HALFTONES 
>‘ soLips 

_ COLOR WORK! 


“) PREVENTS 
* STREAKING! 


TRY HEFTY-ROLLER 10 DAYS FREE! 


NOW get top grade performance from your 
Multilith with this four times heavier all-metal 
rider roller with the NEW oscillating action! 
Cuts stock spoilage, ends “rider roller grief,’ 
pays for itself! WRITE TODAY! 


LITHO ENGINEERING & RESEARCH 
3241 Eastlake Ave. Seattle 2, Wash. 


TYPEWRITERS 
ALL 


M 


REGALRITE BRAND 
RIBBONS AND CARBONS 


& 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 
cs 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N.Y. 
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iI] expand greatly, and management, \ccountants and accounting will play 


more and more, will manage through ac vreater parts, also, in the creation otf 
counting. Time and motion studies of ndustrial peace and social understand 
paperwork and the introduction — of ing. New methods of reporting and im 
laborsaving devices will be as import proved techniques, accompanied by a 
ant in the office as in the plant. Ther high standard of ethies and responsibil 
will be many developments in electroni tv, will generate confidence in the use 
accounting—and soon of accounting data in resolving class 
The accounting protess ol \\ orrow qilrerences The result will be the sub 
manytold as it expands its areas of stitution of tact tor unreasoning emo 
service to business Within nadustry tion in the settlement of soeial conthet 
and commerce the accountant the ol Keonomie illiteracy wil disappear wher 
hice will advance inh stature and " thie public learns to rely on account 
portance as the value of his contribu data and = finanectia reports Cher tric 
tions to business planning and pertorn real benefits of our tree enterprise 
nee are nereasingly recog ized The tem vill be veneral under tood and 
accounting route will prove more and “appreciated 
more to be the path of advancement te 1") rough n ol Thies eontinu 
top manageria position Modern ae net ties ol eclrentifie researe and ne 
counting and finaneial procedures, ce counting progre , mat future benefit 
veloped DY DHUSINESS ald perborming ( neerue to DUST , vovernment and 
elfectively as a tool of Mahnavement, wi thie prubtoiie Ihe Ol; and econon 
in a little more time beeome the stand Hil ol the last filtv vear Il be tar 
ard in rovernment, too It is : proce outpaced b those ahead fhe ave ol 
long overduc cecounti 


National Biscuit Co. 
TTR Te litte) lity tied: a = 


to analyze National Sales! 







How many Ritz Crackers, Premium Saltine 
Crackers, Fig Newtons Cakes, etc., were sold 
by National Biscuit Co. today? To answer 
the question accurately, tabulating clerks in 
each district office —working from agency 
sales sheets—quickly and easily record the 
units sold on The DENOMINATOR by kind 


National Biscuit Co.'s Philadelphia Distribution 
or type. 


Depot showing two 60 Unit, 5 Step Denominators 


4 Daily totals are subsequently recapped into weekly and monthly sum- 
, maries for review by Management. 


What's your counting-sorting problem? For further details and literature 
write Dept. O-51. 


The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7, N. Y. 





we, 
ed Manufacturers of Tabulating Machines for 40 years 
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OEMI Annual Meeting 


Sheldon F. Hal e president ar 
secretary of Burroughs Cory 


president of the Office Equipment Manu 


facturers Institute at its annual meeting 
in New York. Other officers elected were 
H M Nordbe rg Pitney-Bowe Ine in 
K. P. Morse, Standar Register Co., 

presidents; k. D. Taylor, administrative 


vice president; W | Arnold, Underwood 


Corp., treasurer; G L.. Mever, secretary 
Directors for 1955 are D. D. Hunting 
Metal Offices Furnitures 0.5; | Pp Ryan, 


J. J. Bourgoine, 


H. Davidson, Smith 


Royal Typewriter Co 


Shaw-Walker Co.; V. 
Corona, Ine.; Edgar B. Jessup, Marchant 
Caleulators, Inc.; L. H. LaMotte, Inter 


Business Machines Corp.; R. 8. 
National Cash 
Dictaphone Corp.; Carl P 
Corp.; i. ¥. 
Messrs. 


national 
Oelman, Register Co.: 
L. M. 
Ray, Underwood 
Remington Rand, Ine 
Nordberg and Morse 

Featured speakers at the meeting were 
D. Murray 
of the Manhattan 


Powell, 


Hall, 


and 


Shields, vice president, Bank 


‘ OmMmpany ; I M Far 


well, executive vice president, S. C. John 
son « Son: Dr. Robert N MeMurrv. 
MeMurry, Hamstra & Co Joseph A. 
Lamplugh, Pitney-Bowes, Inc., and Eric 
Sevareid, Colun bia Broadeast ng’s chief 
Washington correspondent 
SoundScriber President 

The board of lirectors of Sound 


Seriber Corp. announced the eleetion of 


Joseph H. Hoyt as president and direc 


tor of the corporation Until his elee 
tion, Mr. Hoyt was associated with 
Spark, Mann & Co., Boston, and was 


formerly with Walthall & Drake, Cleve 


Prior to that. he served in the 


land. 


220 


W iddoes, 


I . =. Genera Account ny Othee and he 
tore Wor a War lf Vas vith American 
stove Co He is a member of American 


Institute of Massa 


Accountants and the 


chusetts Society of CPAs. 


Adding Machine Sales Manager 

Appointment of J 
R Li es Jr 48 na 
ii S#aies 


er oT the Under 


wood Corp. add 
ing machine diy 
810n Was announced 


by J. D. Donovan, 





general sales man 
ager Formerly re , 

gional manager at 1k tes & 
Columbus, Ohio, Mr. 


1940 as 


Youngstown 


Lees began with Underwood in 


a typewriter salesman at 


and has served as branch 


Akron. Mr 
in New 


manager at 
Lees’ headquarters are now 


York 


Heads Posting Equipment Corp. 
Mee OG Controlling inter 


a 
5% 





est in Posting 
Equipment 
Buffalo, N.Y., was 
purchased by kid 
win W. Mead, for 


meriy 


Corp., 


vice presi 
dent, who has been 
appointed president. 
the 
ate Frank Valleau 
founded the 


firm three years ago. The company, which 


H « succeeds 


Edwin W. Mead 


who 


manufactures machine posting equipment 


and forms containers, 
ent larger 


moved to its pres 


iocation a year ago 
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Rolls 


Adding Carbon Rolls and Inked Ribbons 


Machine Special 


STORMS 





H. M. Storms is ONE stop for everything 
At Storms you'll find hundreds of items 






in stock... to take care of your imme- 












diate needs... or made up to your spe- 






Pencil 
Carbons 


cial requirements at short notice 









Do as other satisfied dealers have 





done for almost 50 years depend 






upon Storms for the finest Carbon Paper, 










Ribbons Ribbons 









Typewriter Special 
Ribbons MMA iucmme Carbons 





SERVICE BUREAU Carbons 


The Storms Service Bureov is 
ready to help you with special 
of carbon peper, 
inked ribbons and corbon rolls 
You ore invited to conwht with 
Storms any time you get such re 
quests from your customers. No 
obligation, of course 


opp! cations 


Ready for yew 
Now the new 1 
1955 Sterms Cot 

alog 32 poges ! 
of quick reference 1 k 
L to hundreds of 4) Please send us complete information and samples 


items. Write fer ; 1 tal 
scamatiad toed | C We would like a copy of your new 1955 Catalog 




















H. M. STORMS COMPANY 
Storms Building, Brooklyn 38, N. Y 
Gentlemen: We are interested in the Storms Private Brand Program 






Name 
1 Company Nome 
Address 


Reunenenennenenanneel 


“STORMS COMPANY 


STORMS BUILDING, BROOKLYN 38, N. Y. 


January, 1955 221 















ae Planned Installations - - - 
made with Security 





Pianned installations — right at the design stage, while the office 
building is still on the drawing board—can be made with 
Security's CRESTLINE. 

Today's office management—the men who make the “yes” and “no” 
decisions—want and demand office furniture that is rugged, efficient 
and attractive. They welcome the job-designed efficiency that 
CRESTLINE Steel Office Furniture offers. 

It is this recognition that makes possible increased installation 

profits through original office planning. And, because Security is 


your business, you can make the most of it! 


] 
CREATORS OF fy VA LINE FOR THE BEST PLANNED OFFICES OF COURSE 
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1955 National Business Show iral disasters and 
: establishing exceptions 
National Business Show has publishe quota restrictions whict 
a brochure which highlights past a aliens into the U. § 
ments of National Business 
terms of exhibitor reactions a . P . 
sults of exhibitor participa Facit Executives 


outlines plans for this vear’s ow whiel Sender Jaar 


will be held in the same pl 


ppo nted 
retary and George 


Space 0 the eX “nov has mere . 
pac tor he n t how i | n W. Haag. treasurer. 


been fo 
vear’s which was an outstand ny succes 


early demand and reservations already ‘al Facit. me 7 
are ahead of 1954. A copy of this litera ; 
ture is free from National Business 
Show, 33 West 42nd St... New York ( 


announced hy 
Ohlsson, pres 


the 


Eastern Corp. Sales Manager Bintetiutes ‘el 


2 , aleulators. Odhne 
Harold H. Holden, Ueulators, Odhner Sender Jaari 


president, Fastern Adding Machines 
presid : aste 

t alda Typ it 
Corp., Bangor, Me., and Halda Typewriter 
eontinue as sales mana 


announced the ap 
affiliation with Faeit in 105 


poirintm n ot 
George W.. Griffin sistant to the president of Swed 
as sales manager 
Mr. Griffin was vice 


president and gen 


IT he was with the OSS ar vas tat 
ith the Office of | 

at the Internationa 

Nuremberg. Mr. Haag recently 

the company as New York office 


ernl sales manager 
George W. Griffin of Whiting Paper 
Co. Prior to this he 
was associated with Gilbert Paper Co. as He was formerly 
snules manager of its New York offices the Jewelers Board ot 
from 1947 to 1954. He entered the paper 


business in 1939 with American Writing Furniture Convention-Exhibit 
Paper Co. From 1942 to 1947 he was on 
( ‘‘Tnereasing Office Furniture 


Oo. 


the sales staff of Standard Register 
Mr. Griffin’s past activities in the paper Improve Office I ng’ will 
industry have been primarily devoted 
Furniture Ass Con ntion-E-xhibit 
the Conrad Hilton Hotel, Mareh ve 


tha vdiay’ furniture 


merchandising fine papers through paper 
distributors. 


the offices 


Governor Appoints Bieringer 


s fores 


Walter H. Bieringer, ice president, 
lymouth Rubber Co., Canton, Mass 
was appointed by Gov. Christian A. He 
ter as chairman of the Refugee Commit tor. 
tee to assist in the administration of the buyer’s mand 
Federal Relief Act of 1953. Gov. Herter mosphere throug! 
is the third consecutive governor to se 
lect Mr. Bieringer to head similar con 
mittees in the same field. The committe: 
headed by Mr sieringer will he ip refu mprovement of 
gees from Communistic persecution, nat industry authorities 
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to heme of the 9th Annual National Offic 


| 


American Pulp Cory During World War 


I 





This teygap 
ink says 


Offset 


Smear ” 


‘a 


NO Slip-Sheeting 


CANODE DRI-RITE 


The easiest-to-use duplicating ink 
on the market! 


Highlighting these quality extras: 

@ No oil creep in pad 

@ Will not harden the pad in 
any climate 

@ Will not clog pads, harden in 
cylinders or damage stencils 

@ For both open and closed 


drums 
@ PERFORMANCE GUARANTEED! 


Write Today for Name of Your Nearest Dealer 


INK SPECIALTIES CO., INC. 


519 N. Halsted St. @ Chicago 22, Ill. 


knowledge information at the dealers, 


representat turers work 
shop meetings.’’ N rav ndded. Over 


anutac 


exhibit 
experi¢ need and qualified 


will be able to 


attend Kactk 


answer! 
ivice on in prove 


tions and over 


ident 
the activi 
luncheon 

lial Gene 
KNOWN &s 
uesday morn 
the thought 
luet ive Climie un 
of Johs Mock. At the 
March 23, morning will 
isively to the workshop 
ng. The final luncheon speaker will 
nternationally imous Elmer Wheel 
} the s zzle, not the 


: iibit booths will 
open flow stvie, a 


free movement of traffie and aiding the 


be arrang ffording 


dealers, Ey» 


open from 1:50 to 6 p.m. 


onte rring with 


be made by contacting 


ASsn., ci 


Furniture 


{ 
t 


Bruning Appoints Duff 


Charles Brunitz 
Co. announced 
appo ntment 
Phil p (y Duff 


adn inistrative 


Philip G. Duff 


equipment and 
h nes, 
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When competition gets keen... when buy- 
ers compare... sales depend on quolity of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: 


Elizabeth & Spotswood, N. 


LARGEST SPECIALIZED PAPER 
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J. 


SCHWEITZER, 


LABORATORIES IN 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J) 


THE UNITED STATES 





be hae: 


gt 


CLEANS ... Typewriters, 
Billing Machines, Addressing 
Machines, Addressing Pilates, 
Marking Devices and many 
o' ee 
« Basy fo Use + No Mess 


SORTK wiK 


No more clumsy 
rubber fingers or 
messy sponges 
Easy to apply, SoORTKWIK 
creates a greaseless, stain 
less, tacky film permitting 
apply between handling more papers much 
fingers and thumb. . faster 
4 Now widely used in a va 
“ La riety of businesses through- 
~—— out the country, SORTK WIK 
NAL , is setting a new standard for 
efhcient and speedy paper 
rub in to create handling 
“T}, tacky film Order a supply from your 
(> ! stationer Topay! Or send 
({ \ One DOottar ($1.00) tor 
sort, collate, two regular size Containers 
count, file to try out 


—- Average 4 months 
— supply 
ae 5 


LEE PRODUCTS CO. 


2738 Lyndeole Ave. $ Minneapolis, Minn 








‘He wants to know where he can get a 


isin l-for-All refill for his ball point pen!” 
e REDUCES INVENTORY 


e INCREASES SALES 
and PROFITS 


Fits Most Ball Point 


Pens! 
AS ADVERTISED IN 


Order from s4@)6)'; STATIONER 


ed by The FISHER PEN COMPANY, Chicoge 











Substantially Reduces 
NOISE 


of Keyboard Graphoty pes 


- lll, 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 
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Turners Falls, Mass., plant of 
Esleeck Mfg. Co., recently im- 
proved with a 4-story addition, 
additional new machinery, and 
a completely new laboratory 
for testing raw materials and 
finished papers. For over 50 
years, Esleeck has been the 
only U. S. paper mill special- 
izing exclusively in rag content 
onionskins, manifolds and 
other high quality thin papers. 


Ludwig in Saybrook, Conn. Royal Appointments 


Product on if ies were *SLHDIISI ! | D Farr, sales mint ver, Othee 
n Saybrook, Conn., b sudwig, “ ‘ro and Department 
Inc., producers o ontoura-Constat port ones , 4 menial cht 
able nhotoco vi 
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1875-1955 
The First Eradicator Ever Made 


H. H. COLLINS INK ERADICATOR 


ie 





BEST BY TEST « STILL THE FIRST 
ORDER DIRECT FROM 
COLLINS-BENTON CO., INC. 








200 Washington St., Hoboken, N. J. 





SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Moil Bogs For Your 
Select Clientele 
CAN-PROG,- 
st mwas OF 
__ tone ov ac ws 


Wilhelm Preu 7 
rar) saxG © Gi 
BERLIN W935. BRIT-SEKTOR 




















TZ WSTRASSE 


ULTI-COUNTES vay tort 


Items sold, inven- 
tories, payroll 
count anything in 
any business—ac- 
curately and fast 
Anyone can count 
correctly with in- 
expensive Multi- 
Counters which tast 
for years Write 

Made with any for literature and 
number of counters prices 


MULTI-COUNTER MFG. CO. 
40! Broadway, New York 13, N. Y 
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Atlanta. H. W. 


southern regior 


quarters at Ulrey, for 


meriy Sales manager, 


district manager of 


lling the 


has heen appointed 
the Atlanta branch offies I 
vacancy created by the promotion of 
Mr. Brown, has named D. L. New 


ell, formerly district manager at Omaha. 


Roya 


K. L. Sullivan succeeds Mr. Newell. 
N M Quist, formerly Columbhas, Ohio, 
manager, has been promoted to district 


Detroit. G. W. Newman, for 


manager at Atlanta, has 


manager at 


merly district 


heen appointed to head operations at 
Columbus. G. R. Hansen, formerly dis 
trict manager at Salt Lake ( ty , was 
named to head operations t Seattle. 
C, L. Thompson, formerly Salt Lake City 
typewriter salesman, steps up to fill the 


vacancy left by Mr Hanser 


Rex-O-Graph Reorganized 


Harvey | Ludwig, who purchased 
Rex-O-Graph, Ine., last April, announced 
reorganization of the company. David 
Montguire, who joined the firm, has de 
eloped a low-priced, electric spirit dupli 
ecator which has been added to their line. 


Rex O-Graph has opened 4 school for its 





Ken McWeeney, New York sales representa- 

tive of General Binding Corp., presents a 

GBC Combo punching and binding machine 

to Charlot Byj of Doehla Greeting Cards, Inc. 

She won it at the Advertising Essentials Show 
in New York, 
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Best 


New ! 

Faber Penei 
Fitzpatrick, Red Ced 
Henry 


Shelbvvill 


burg, Tenn.: 
Peneil UO.. 
ara Lewisohn Jt 9 


Lew ishurg, Ten 


“SLIP-ON” LABEL HOLDER 


MAKES EVERY DING BOOK 
A LABEL HOLDER BINDER 








SO-! For |"* Ring Books, 25¢ ea 
$O-2 For 2" Ring Books, 35¢ ea 
$O-1'/, For |'/2"" Ring Books, 30c ea 
OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 
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for Every Office! 


Certified 


Office Machine 
PAPER ROLLS 


The superior quality paper rolls 
used in cash registers, adding ma- 
chines and teletypes in offices and 


stores everywhere! 





tested for micromat 
accuracy 

guaranteed for smooth 
operation 


Bravia 


Sifiitinad 


clean cut, intless 


without splices 
red ink warning marks 
near ends 


conveniently pack 
aged in individual 
boxes 


AVAILABLE AT ALL 
LEADING STATIONERS 


DEALERS: Write for CASH 
REGISTER ROLL SPECI- 


FICATION SHEET and 
prices today! 


RITTENHOUSE 
PAPER CO. 


6405 South Wentworth Avenue 








Chicago 21, Illinois 











Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 





fi Y CARBON COMPANY 
GENERAL OFFICES e SKOKIE, ILL. 
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To Avoid Red Machines 
At their meet ny iast mo ; 
Machine Denlers Aas of New Yor} 





Tuseo Appoints Pickering 
Peachtree 
, appointed 
Mfy. Co. as dis 


Pickering Co., 548 
Atlanta, G wus 

Spe ceialty 
machine stands 
Pick 


Ala., 


lusco office 


tributors of 
throughout the southeastern U. SS. 


er the states ot 


< 
> 


, a 
ering 





At the Cerebral Palsy Celebrity Parade Tele- 
thon, |. to r.: Frank Dimina, Rex Recorder 
technician; James P. Marino, president, 
American Dictating Machine Co., Rex Re- 
corder distributors; Arthur Timothy Ewald, 
medical student; Emik Avakian, palsied elec- 
tronic consultant and developer of the Rex 
Recorder Remote Dictation System: and Tex 
McCrary. 
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[ Pavt (MASTER | | 





PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck Outlook patches pel are absolute 
opeque, essential when wages are paid by ee at. 
Nothing shows but the employee's name. This ir 


proves personne! relations 

now use and we wi su — 
Outlook'’ Envelope and pr 
estimated yearly requi remeahe, 


sample Paycheck 
based on your 


OUTLOOK ENVELOPE C0., 


Est. 1902 
Originators of “Outlook” En idiees 
101 W. Washington Biv 





STURDY, TRANSPARENT 





SCHWAB’S NEW 
FIRE AND BURGLAR 
RESISTING WALL SAFE 





guaran ha val afte 
has been furnace tested for one hour fire 
7 ? ? | al 


yrote i Li temperature 
Dimensions Wide wy 
13 


( 

Len = 
Outsid 102 
~~ 9, 2 L, 13 


THE SCHWAB SAFE ‘COMPANY 
LAFAYETTE, INDIANA 
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the Quality Line of 








PLASTIC 


my 


T-SQUARES zs 
PROTRACTORS and 
OTHER RULING, 
DRAWING and 


ax. 
- J 
COMPUTING senees NAC) 
Write for Free Catalog 


C-THRU RULER CO. 


Hartford, Conn., U. S.A 


J.A.HEINRICH 


DANKERS 
HAMBURG tt 


GERMANY (Western Zone)establ. 1905 


TOOLS ;))) 
| Xe 4 3-}-1 ©) * 11 


{ol mmo || Mojssio-Masleloislial-3-) 














] nit fie i! ‘ 
Put r Sy y ( 1) n and 
Mar ‘ ~ eased pro 
lar cor i na i I V 
for b es I 
For Shipman-Ward in L.A. British Manufacturers Elect 
Wholesale Busine M hine § ’ (4 ance & Business Equipt ent 
| I \ | MI ( | & North 
nted rit \ | ! tlicers 
i ( ] ! J ting | ! Ire 
Lamour Hon. G. ©. H. Chubt inaging 
+} } I BK. I ( & a Loc} & Safe 
ale ‘ r A. R. Car 
i r y \l vraph | 
() ' oun ré = 
Print-O-Matic Expands ae as in sete thc Kix, 
Print-O-Matie ( announced expat W. J. Arris, Burroughs Adding Machine 
n a t B. F. Safe Co 
lant t L. J ( vy, tetner J 
irge-area ' ng \\ ( L | | | gon Supply 
Washington St., ( | = of Pelle Sumloe} 
pace has | u Py E. C. Rylands, ¢ Parratt Ltd 
()-Mat ! I ‘ ! 1 (. V. Wattent h, D raph Tele 


D 
a NUMBERE mr, 






- ae Faster and Safer to mount 
than any other Property Taq" 


j 
SIMPLY ACTIVATE soy MAINTENANCE en. 


Easier and faster to mount because of a labor-saving sol- 


at. vent-activated adhesive backing... effective on almost any 
‘ ; surface, too. Safer because tools, tacks or screws aren't 
needed ...no danger of damage to internal mechanisms of 


precision equipment. Economical, too, because special skill 

isn’t required.” 

ADHESIVE BACKING SERIALLY NUMBERED METAL NAMEPLATES THAT 
WITH SOLVENT 






Sick / 


i ee ortet 
iy oF SALSBURT'S Lf PROPERTY TaG 
| 5620 4 
WRITE TODAY for nce 
»les and FREE book- 
ae et Lie 


FECT PROPERTY CON- MASON CITY, IOWA, U.S.A. 
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phones Ltd.; W. B. Woods, National Cas} r~ 
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Olivetti Speaks in N. Y. - -ss> > 
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These modern steel 
wardrobe racks keep wraps 
aired, dry and “in press’”’. 
End crowding of coats and 

advertising hats in damp lockers or cabi- 

inager oF Chieago ar Nusl e, hs nets. Save ee space too— 
been appointed lvawrtiatnaw as provide ventilated hat space, 
. coat hanger (spaced apart 
from all others), built-in um- 
Cod f \lven S. Ghert brella stand and overshoe 
ner, president. Mr. Smith vw for ‘ shelf for 3 persons per sq. ft. 
4 ft. No. 3-U rack (above 
accommodates 12; No. S-6 
 ' ay costumer (right) accommo- 
Ost recent Per i, ! Nash dates 6. Single or double 
fror vhich he retired 18 nthe ago (back-to-back) units in 
. lengths to fit any available 
a space. Strongly welded, heavy 
Mayfair Buys Goodfrend psc rae te steel; baked 


C & G Advertising Manager 






Mar I | el | tl eterar 


A 





enamel finish— modern office Neo. $-6 
; colors. Standard in offices, fg, private or 
Goodfrend Met Products Co ' . factories, schools, churches, 
clubs, restaurants and insti- 
tutions. 


small office 


NO. 342 

O., spl , ; VALET WALL RACK 

Felephone number CEntral 6-197 A AASASAOO. 

| 7 , AX CAAAAA ES {capacity 12) 

Valet Wall Racks come 
n any length of 2 ft. or longer. They 

. ‘ mount directly on any wall at anv 

Study Office Automation height from Re Give rr thi mre 


Viinneano Hone ws } estal } \ irdrohe cabinets checkroom effies ney. 





Make ideal wardrobe accommodatior 
for offices, factories, show rooms, re 
taurants, dressing rooms and in-plant 
cafeterias, conference rooms ete . are 
ven finding their way into home closet 


lepartment w correlate and investigat Write for Bulletin OV-10 


ofiee equipmen vceved frow the WVOGEL-PETERSON CO. 


— gerare he +8. [ro Say ‘THE COAT RACK PEOPLE"’ 
, , 1121 West 37th Street ° Chicago 9, Illinois 
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If you’re 
: , 
LUOKI 


+ 


ypewriter keytops’ 


* YOU CAN STOP LOOKING. 


We manufacture a 
large assortment of plastic, 
precision-engineered 
keytops to fit almost any 
machine ever made. They’re 
non-flammable and easy 
to install. Write or phone for 
our new catalogue. 

PEARL ENGRAVING CORP. 
36-40 WEST 20TH STREET, N. Y. 1 

MURRAY HILL 6-1898 
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RITE-LINE COPYHOLDER 





WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 


machine tape to 20 inches. Price, including 


the new Telescopic Eyeguide $1775 
TAX EXTRA 
FREE TRIAL OFFER. Write, asking 


a RITE-LINE Cc 


may returr 


ys to send yo 
»p yholder with the understanding y 
n ten days 


4209 39th Street, N.W 


RITE-LINE CORP. Washington 16 Cc 


t without charge with 
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ste RECT EF SERRE BSERE 


Don’t drop 
that screw! 


Hold it with an 
H.J.J. Screw- 
holding Driver 















Sizes to 
handle 

from 70 
to #14” 
screws 


THE H.J.jJ. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 
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AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
150 West 26th Street, New York 1, N.Y. 


AUTOCOPY 
Duplicator Fluid 


For 


brighter, clearer copies 
—longer runs! Instant drying 
prevent offsetting Non-in- 
jurious to machines. Practic 
ally odorless Available in 
| gal. cans or 54 gal. drums 
Dealers write for complete 
catalog 


SPECIAL DISCOUNT NOTICE 


Due to our 
tanks 


newly installed 5,000 galion 
and modern up-to-date equipment 

the manufacture of duplicator fluid 
for all types of duplicator machines, we 
offer the Stationers and Dealers specia 
discounts on the one (1) Gallon Cans 
and 54 Gallon Drums of AUTOCOPY 
Duplicator Fluid 

Our lithograph cans or 
—you supply the labels 
our special discount sheet 


your own can 
Write now for 
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One of the dinners 
during the Jorgen 
S. Lien 1954 sales 


convention. 


Wee Bonny Blessing! 


Figure how much inefficient erasers cost you 
every day, as girls correct shorthand and 


typing errors—take time to remove originals 
and carbons from machines frequently do 
the work over! 

Contrast the savings you achieve by using 
quality, uniform texture Weldon Roberts 
Erasers. Best for calming stenos’ jitters: 
cleanly correcting errors, 

Ask your dealer for Weldon Roberts Erasers 


specifically suited to your requirements. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. < JET ERASER 
HW orld’s Foremost Lraser Specialists 


Convenient cylindrical 
in attractive transpare 
holder, Top unscreus so eraser stich 
can he moved outward, Red rable 
ink Pocket clip style for genera 

Enormavu> use. Brush whisk style for typist 

Refills. Tops for typing, accounting 


drafting and professional use 


Correct Mistakes in Any Language 
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the 
important 
thing . .. 






¢ 


a 





Talks at the Lien sales convention were simul- 
taneously translated for everyone. 





is the positive improvement 
youll find in your originals 
and copies ... the cleaner, 





sharper, always more legible EE Ot ANE NE NI ES TD 
impressions these fine prod- lelegut fy \ustria, Belgiu 
ucts produce for you. — : — 


Codo, you see, uses only the 
world’s finest materials 
employs only the most scien- 
tific methods .. . inspects the 
quality CONSTANTLY. 


@ MOREOVER — with each box of 
Codo Super-Treated Carbon Paper 
you receive, at no extra cost, Codo’s 
famous Carbon Gripper — a patented 
device assuring perfect carbon copies 
every time. Order a box TODAY! 


Che MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 
40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, Ill. 











Joegen S. Lien introducing ‘Miss Quota.” 
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BANTAM MODEL 
AUTOMATIC 


INEW! 


Light Weight 

.. . Portable 
“oon 9200. 
Gives you DRY photo 
copies in your own of- 


fice or plant in seconds 
Use it anywhere. 100 





portable, Weighs only 22 Ibs 





ONE UNIT DOES EVERYTHING 


° S mple to operate 
> fumes « Get 60 to 90 copies 


washing per hour 





darkroom 


fixing «9 wide x any length 
dry'ng ° side or 2 des 
MADE IN U.S.A. LIFETIME GUARANTEE 











WRITE FOR FREE CATALOG 


GENERAL PHOTO PRODUCTS CO., INC. 


15 Summit Ave... Chatham. New Jersey 


tcin wm fhe manut 
pr é f [ f é pme 





The New Pelouze .. . 
"NO WOBBLE PLATFORM’ 


guarantees accuracy 
never before pos- 
sible in Postal 
Scales 


The new Pelouze 

Y-line of all stee 

postal scales 

guarantees abso 

lute accuracy for 

postal weighing 

the wide post 

holds platform 

steady to show 

exact weight at 

any po nt on piat 

forrr a stee 

housing holds 

mechanism firmly 

mounted on heavy 

stee| channe distortion 

CANNOT AFFECT OPERATION. New, easier 
to-read dial. New lower prices. Ask your sta 
tioner to show you one of these ‘‘no wobble 
on the platform’ Pelouze scales today 


y-§ (illustrated )— tb. by oz. for all classes 
f mail 
Y-10—10 ib. by 1 oz. for all classes of mail 
Y¥-25—Parcel Post only—25 Ibs. by 1 oz 
Y-50—Parcei Post only—50O Ibs. by 2 oz 
PELOUZE MANUFACTURING CO. 


1236 Chicago Ave Evanston 








vy SPECIAL OFFER! 


Two Leading German 

Office Equipment 

Journals, at reduced 
combination rate! 


“*BUEROMARKT'’ (Office Market) genera 
guide, semi monthly, printed in GERMAN $6.30 


"DAS RATIONELLE BUERO” (The Rationa 
Office) monthly, printed in GERMAN $5.75 


combined only $11.00 


Annually 
Postfree 


These vita! Trade Jour 
nals keep you up-to 
date with the German European Office 
Appliance market. In regard to subscriptions 
or advertising rates contact our Amer an 


Representatives 


ATLANTIC SERVICE AGENCY 
136 Liberty St. . New York 6, N.Y 
Tel: BArclay 7-9550 
VERLAG PETER BASTEN 


Aachen, Germany 
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SPECIAL OFFERING 


on REBUILT & ROUGH 
OFFICE MACHINES 


ADDERS, CALCULATORS, TYPE- 
WRITERS, BOOKKEEPING MA- 
CHINES, ADDRESSING EQUIPMENT 


We offer fair prices, guaranteed 
rebuilding, prompt service to users 
and dealers the world over. 


/ special price 
list today. 


INTERNATIONAL OFFICE APPLIANCES, INC 
326 Broadway, N.Y.7,N.Y HAnover 2-6700 
Cable ‘‘ADOBOOKAL”’ 
































- MANUFACTURERS 
~* EXPORTERS 


To Latin America 


Don't Overlook This Growing Market 
For Office Supply and Equipment Sales. 
MONEY TALKS! Look at these official statistics for only one month's 


exports. Then give serious thought to your own overseas trade. 


(American manufacturers during last August (latest figures available ) 
exported: 





$76. 186 
$22,388 
$11.1 
$30.5 


$70. 


of new standard typewriters to Brazil 

of metal office equipment to Bolivia 

7 of miscellaneous office supplies to Mexico 

2 of pens and pencils to Peru 

» of adding and calculating machines to Colombia 
$17,952 of carbon paper and ribbons to Venezuela 


1 
. 
, 
2 
) 


‘ 
oe 
—¢ 

ic 


These figures are random samples for indi 
vidual countries. Annually the entire Latin 
American continent will absorb a_ very 
impressive volume of your products. There 
ire 19 countries in Latin America where 
all the offee equipment and stationery im 
porters, distributors, dealers and = larger 
users receive La OFICINA. They keep it, 
deveve ca aqueres pabs erm refer to it as a guide and reference all 


Veal long. 


The need for all office products in Latin 
(America is increasing steadily as business 
and industry develop. Tell these prospects 
and customers about your products in the 
1955 La OFICINA. Its advertising rates 
are low its coverage Is complete Your 
advertising in La OFICINA is basic to 
establishing and building a profitable Latin 
American trade 


Send now tor more detailed intormation 


on cuculation advertising rates and a 
copy of the last issue 


OFFICE PUBLICATIONS 


COMPANY 





232 Madison Avenue 
New York 16, N. Y. 
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Jorgen S. Lien plant in Bergen, Norway. 
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newest aids to 
office efficiency 


Handsets, executive type 
pair-phone systems, multi- 
station intercoms (up to 12 
stations). 


WHEELER 


SOUND POWERED 


Electric 
TELEPHONES 


Save time, save steps. Re- 
lieve overloaded switch- 
boards. NO BATTERIES. 
No outside power. Easily 
installed. Write for full 
details. 


TJ:éWHEELER 


INSULATED WIRE CO., INC. 
Division of The Sperry Corp 
1106 East Aurora Street 
Waterbury 20, Connecticut 
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For Your Annual 


TYPEWRITER ROLLER CHANGE 


PO ey Insist on a 

gyrus “Futuristic” 
——__— > _— 5-Star Platen 
Bh =TP for 


Oey 
SHUM as Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











FIRST manually operated folder with 
fully automatic feed! 


NEW, IMPROVED 


FULLY 
GUARANTEED! 


Fold-O-matic 


DESK MODEL FOLDING MACHINE 


a tng tauip 


PRINT-O-MATIC (0... INC. 
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AD VERTIS BIRS » 





Acco Products, Inc 40 
Acme Adding Machine Service & Sales Corp. 202 
Acme Bulletin & Directory Board Corp 204 
Addo Machine Co 209 
Allen Business Machines, Inc.. R. C 26, 29 
Allied Carbon & Ribbon Mfg. Corp 32 
All-Rite Pen. inc 86 
Aima Office Machine Corp 20! 
Amberg File & Index Co 199 
American Automatic Typewriter Co 24 
American Dictating Machine Co 6 
American Hair & Felt Co 205 
American Numbering Machine Co 27 
Ames Supply Co 239 
Art Steel Co 179 
Atias Stencil Files Corp 190 
Autocopy, Inc 234 
Bankers Box Co 174 
Basten, Peter 237 
Bates Mfg. Co 54 
Bohn Duplicator Corp 151 
Bomont, Inc 38 
Borroughs Mfg. Co 120 
Bud Type Cleaner Co 184 
Burroughs Corp 83 
Calculator Equipment Corp 5 
Can-Pro Corp 228 
Casper, Inc., Irwin 189, 191 
Cel-U-Dex Corp 204 
Challenge Machinery Co 31 
Clary Multiplier Corp 52, 53 
Codo Mfg. Corp 236 
Collins-Benton Co 228 
Colonial Carbon Co 230 
Columbia Ribbon & Carbon Mfg. Co 64 
Comptometer Dictation Division 37 
Copease Corp 85 
Copy-Craft, Inc 7, 129 
Cormac Industries, Inc 137 
Cotterman, |. D 195 
Coxhead Corp., Ralph C 16, 17 
Cramer Posture Chair Co 227 
C-Thru Ruler Co 231 
Dankers, J. A. Heinrich 231 
Dennison Mfg. Co 180 
Denominator Co 219 
Dewberry Engraving Co 216 
Dick Co., A. B 21, 22, 23 
Dictaphone Corp 103 
Dieh!|, G.m.b.H.. Heinrich 55 
Ditto, Inc Inner Back Cover 
Dolin Metal Products, Inc 207 
Dreusicke & Co.. K.G.. Wilhelm 228 
Dupli-Typer Co 158 
Eastern Corp 10! 
Esleeck Mfg Co 136 
Evans Specialty Co 193 
E-Z Sort Systems, Ltd 132 
Fabbrica Addizionatrice Italiana 19% 
Faber-Castel| Pencii Co. A. W 183 
Faber Pencil Co., Eberhard 99 
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Facit, Inc 
Federal Cash Register Co 
Felt & Tarrant Mfg. Co 


Filmotype 

Fisher Pen Co 
Force & Co. Wm. A 
Fotorype 


Franke| Mfg. Co 
Friden Calculating Machine Co 


Gates Associates 
Geiss-America 


General Binding Corp 

Geneial ics Reninanent Corp 
General Photo Products Co 
Gonco Mfg. Co 

Graff Co.. George B 


Haida Engineering Co 
Halber Corp 

Haloid Co 

Hammermil! Paper Co 
Heyer Corp 

H.J.J. Co 

Hulse Mfg. Co 
Hush-A-Phone Corp 
Hygienic Dental Mfg. Co 


Industrial Shredder & Cutter Co 
Ink Specialties Co 

Inserting & Meting Machine Co 
Inter-Continenta| Trading Corp 


International Cash Register & Parts Co 
Inc 237 


International Office Appliances 
Invincible Metal Furniture Co 
Jardin Associates, In 


Kee-Lox Mfg. Co 


Kelley-Mennes Mfg. Co 
Kil-Klatter 
Kline Co., W. R 


Kohihaas Co 


Lamb Electric Co 

Lansdale Products Corp 

Lee Products Co 

Letterex Corp 

Litho Engineering & Research 


Manpower, Inc 

Merchant Calculators, Inc 
Maso Stee! Products 
McBee Cx 

Meilink Stee! Safe Co 
Mendes Corp.. J. Curry 


Metalcraft in 


THe Orrics 


109, 133 
214 
37, 159 
186 
226 
215 
195 


35 


26 
185 
117 
169 
237 
194 
218 


88, 89 


226 


4\ 
202 
205 


160 


214 
168 
224 
127 
218 


188 
104 
107 

30 
166 
156 
232 
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Furniture Co 


Files Co 


Milwaukee Meta 
Mim-E-O Stencil 


Minnesota Mining & Mfg. Co 153 
Modern Business Forms Mfg. Co 199 
Moore. Inc P 204 
Multi-Counter Mfg. Ce 228 
National Blank Book Co bi) 
National Cash Register Co 39 
National Office Furniture Assn 200 
Nekoosa-Edwards Paper Co 113 
Nettle Mfg. Co 204 
New England Paper Punch Co 217 
Norta Distributing Co 226 
Office Equipment Mtg. Co 197 
Office Management Assn. of Chicago 90 
Office Products. Inc 229 
Office Publications Co 238, 24 
Office Research Institute 65 
Old Town Corp 43 
Olivetti Corp. of America i] 
OTA Business Machines Division 65 
Outlook Envelope Co 231 
Paterson Parchment Paper Co 163 
Pear! Engreving Corp 234 
Peerless Imperial Co 198 
Pelouze Mfg. Co 237 
Phillips Process Co 192 
Pitney-Bowes, Inc 130, {8! 
Plasti Binding Corp 14) 
Pius Computing Machines, Inc 177 
Plymouth Rubber Co 193 
Posting Equipment Corp 172 
Pres-To-Line Corp. of America 212 
Print-O-Matic Co 239 
Pronto File Corp 134 13° 
Rapid Roller Co 56 
Regal Typewriter Co 218 
Regna Cash Registers, Inc 63, 17! 
Remington Rand Inc 66 
Reproduction Products Co 173 
Rite-Line Corp 234 
Rittenhouse Paper Co 229 
Roberts Rubber Co. Weldon 235 
Rogersnap Business Forms 44 
Rol-Dex Division SI 
Roll-O-Graphic Corp 217 
Rose Ribbon & Carbon Mfg. Co 00 
Royal Typewriter Co 122, 123 
S&M Distributing Co 218 
Saunders Mfg. Co 206 
Schiegel Mfg. Co 213 
Schwab Safe Co 231 
Schweitzer, Inc. Peter J 225 
Scribe Corp 155 
Security Stee! Equipment Corp 222 
Sengbusch Self-Closing Inkstand Co 13) 
Shaw.-Walker Co 4 
Shipman-Ward Mfg. Co 203 
Shredmaster Corp 176 
Simplex Specialty Co 87 
Smead Mfg. Co 34 
Smith-Corona_ inc Inner Front Cover 
SorterGrat Co 139 
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Co 17 


Speedliiner 


Speed-O-Print Corp 59 
Spot Carbon Products 140 
Staplex Co 38 
Statikil Div. J. E. Doyle Cx 202 
Stile-Craft Manufacturers, In 162 
Storms Co H. M 22 
Swift Business Machines Corp 124 
Thomas Collators. In 8 
Tiffany Stand Co 36 
Times Facsimile Corp ' 
Todd Co 210 
Travelette, Corp 8 
Tubular Specialty Mfg. Co 64 
Typewriter Equipment Co 216 


Underwood Corp Outer Back Cove 


Victor Adding Machine Co 42 
Victor Safe & Equipment 182 
Vogel-Peterson Co 233 
Warner H A 206 
Wassel| Organization 6! 
Watson Mfg. Co SI 
Wausau Paper Mills Co 3 
Weber Label and Marking Systems 167 
Wheeler Insulated Wire Co 239 
Worden Co 164 





START THE NEW YEAR RIGHT by keeping 
your copies of THE OFFICE in attractive. 
handy binders. Two binders hold the en 
tire year’s issues with the complete index 
in the last copy (June and December) in 
each binder. Send $3 for your set of two 
binders (not sold singly) to Office Publica 
tions Co., 232 Madison Ave., New York 16. 
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The Small Office 


“EFICES eome ins all” sizes. 


Lintest 


Prom the ohe-lnan set 
up to organizations with mans 
thousands of clerical workers 
In recent years, more of the smaller 
from 15 to 50. office 


workers, have been showing greater 


offices. with 
interest In modern methods and up 
to-date The 


noticed as more small offices started 


equipment trend was 
In our 
the ad 
to skip 


subseribing to TH 
Annual 


OOFFICI 


Survey, as usual, 


dressing machines are set 


and print the addresses of a 


CTrOSS 


section of our readers, sO we sur 
size The 


fluent 
Kxecutives in small offices told us 


veyed offices ot every 


small offices proved vers 
how much modern machinery and 
equipment they already have. They 
said they’re ready to buy more, and 
the 


they re 


writers should know’ what 


talking about because in 
most instances they were principals 
in their firms 


They ask, why isn’t 


there more of the faster, automatic 
equipment made for small offices’? 
They that the 


modern, higher priced products are 


have an idea most 


only for big firms 
Often equipment advertising cites 


242 


installa 
1! ods article ~ 


offices 


it r no doubt ave 


ary special 


hore 


time to write than the small offes 


executive WhOsS¢ dutu S include 


top 


management responsibilities sut, 


muen that same equipment and 


many Ol Those same methods can be 
used in small offices. In facet, seve ral 
(OFFIC 


technig les deseribed inh TH 


during the were small of 


past vear 
The 


mish 7 1) 


fice methods reade} might have 


been photos showing a 


fortune in equipment. Even a firm's 


name in the by line might mislead if 


the particular operation 1s 
small branch of a big company, 
small office of a government 


tell the 


agency. 
smal] 
Their 


mind by 


(drive 
office 


needs VW il] 


thing we 
they 


Call 
heen heard ! 
kept in our 
staff and we hope more small office 
find 
We 


distributors 


write 
the 


and 


time to 
feel 


executives will 


articles tor us. sure 


word will reach 


manufacturers’ representatives who 
will more often inquire about the 
exact job to be done and the people 
available to do it If 


will 


the executive 
idea of his budget, 
the 
available for the job, we are certain 


vive some 


Investigate all 


and products 


he will locate a svstem which will be 
profitable for him to use. This nav 
the 


worth the 


take time to do, but savings 


could) make = it while. 
When a reader isn’t sure of sources 
for a particular product, drop a line 
to THe 
help him 
ficient 


OrricE and we'll be glad to 
When writing, give suf 
the job to be 


done, so we can better pinpoint the 


about 


facts 


most suitable product 
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Case histories prove 


DITTO saves 


Throughout America, industries have turned to piTto 
One Writing Systems to cut mounting paperwork costs, 
in the office and in the plant. piTTo substitutes a speedy 
simple duplicating process for time consuming, costly 
hand written or typed operations. The result? Valuable 
time saved, errors avoided overall costs cut. piTTo One 
Writing Systems are not “cut and dried"’ but completely 
flexible and tailored to your company's exact needs for 
forms and methods. Results like these* shown can be 
yours. Fill out the enclosed coupon for complete 
information today 


DITTO. 


One Writing Systems 
DITTO Ine. 600 Bouth Oakley Bird... 
Chicago 12, [iL 
im Canada DITTO of Canada, Laat, 
Toronto, Ontario 


(antemer 
Ad 0 cost or cutigastron please send me more islor mation o* 
save us Money, Time and Effort ath the O 





Before you. choose ANY typowniton... 


be sure you see and try the 
NEW UNDERWOOD ELECTRIC 


Flick the switch on this Underwood 
and you're ready for the typing thrill 
of your life. 

You'll quickly see how little effort 
it takes to write every letter better... 
to give your boss the best letters he has 
ever signed 

You'll soon understand why Under- 
wood is known as the “typewriter 
leader of the world.” Always leading 
in basic features that encourage s 
accuracy and ease of typing. And now 
leading with the most advanced electric 
typewriter ever built! 

Let us give you and your employer 
a demonstration ...in your office, on 
your work. He, too, will quickly see the 


Underwood Electric: 


many advantages and economies of 
having this new Underwood at your 
finger-tips. 

Remember . . . don’t buy ANY type- 
writer until you try the Underwood 
Electric. For a demonstration, call 
your local Underwood Office listed in 
the yellow pages of the phone direc- 
tory. q 


Underwood Corporation 


Typewriters...Adding Machines... Accounting 
Machines... Carbon Pa Ribbons 
Punched Card Equipment.. ieswenis Computers 


One Park Avenue New York 16, N. Y. 
Underwood Limited Toronto 1, Canada 
Soles and Service Everywhere 


made by the Typewriter 
Leader of the World 





